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SECTION  ONE 


EQUAL  EMPLOYMENT  OPPORTUNITY/AFFIRMATIVE  ACTION 

PROGRAM  CERTIFICATION 


AGENCY  Auditor  General's  Office 

ADDRESS  Ash  St.,  Springfield,  IL  62703 

TELEPHONE  NUMBER  217/782-6046 

CHIEF  EXECUTIVE  OFFICER  Williain  G.  Holland,  Auditor  General 
EEO/AA  OFFICER  Rebecca  Patton,  Legal  Counsel 


This  is  to  certify  that  the  attached  document  represents  the  Equal  Employment 


U.  no'-i ! ' 'll 

Signature  ' EEO/AA  Officer  Date 


EEO/AA  POLICY  STATEMENT  OF  THE  OFFICE  OF  THE  AUDITOR 

GENERAL 


It  is  the  policy  of  the  Office  of  the  Auditor  General  to  maintain  a positive  and  determined 
commitment  to  equal  employment  opportunity  and  affirmative  action.  To  that  end,  the 
following  specific  commitments  are  made: 


1 . Decisions  regarding  recruitment,  hiring,  training,  promotion,  layoff  and  awarding 
of  benefits  must  be  made  without  regard  to  the  following  bases,  including  but  not 
limited  to;  race,  color,  religion,  sex,  sexual  orientation,  national  origin/ancestix^ 
citizenship  status,  disability,  age,  order  of  protection  status,  marital  status,  arrest 
record,  military  status,  including  veteran  status,  and  unfavorable  discharge  from 
military'  service. 

2.  The  Office  of  the  Auditor  General  is  committed  to  undertaking  affirmative  action 
to  correct  the  underutilization  of  minorities  and  females  in  all  levels  of 
employment. 

3.  The  Office  of  the  Auditor  General  is  committed  to  implementing  sexual 
harassment  and  other  harassment  policies  and  programs. 

4.  The  Office  of  the  Auditor  General  is  committed  to  undertaking  affirmative  action 
to  increase  the  number  of  persons  with  disabilities  in  the  agency  as  a whole. 


5.  The  support  and  commitment  is  expected  of  all  executive,  managerial  and 
supervisory  staff  in  implementing  the  agency  affirmative  action  plan. 

6.  Employees  who  feel  that  they  have  been  discriminated  against  should  feel  free  to 
file  a complaint  withouTiear  of  retaliation. 


These  commitments  are  ©habodied  within  this  Affinnative  Action  Plan,  which  1 hereby 
endorse ^rd  support  as  thmAffirmative  Action  Plan  of  my  administration. 


WILLIAM  G.  HOLLAN 
Auditor  General 


DATE 


OFFICE  OF  THE  AUDFI  OR  GENERAL 
AGENCY  I’ROFILE 


The  mission,  primary  function  and  day-to-day  operations  of  the  Auditor  General 
are  to  assist  the  General  Assembly  in  achieving  oversight  of  State  government  and 
improvement  in  State  agency  operations  by: 

• Perfomiing  objective  audits  and  evaluations  of  agency  programs  and 
operations; 

• Providing  useful  information  generated  by  such  audits  and  evaluations  to  the 
General  Assembly  and  other  concerned  parties; 

• Offering  recommendations  to  bring  governmental  operations  into  conformity 
with  applicable  laws  and  regulations;  and 

• Providing  information  to  the  General  Assembly  for  its  use  in  evaluating 
agency  and  program  performance  and  making  informed  policy  decisions. 


THE  IDENTIFICATION  AND  DUTIES  OF  EEO/AA  OFFICER 


Questions,  complaints  or  comments  concerning  the  Office  of  the  Auditor  General ‘s 
EEO/A4  functions  should  be  referred  to  Rebecca  Patton,  EEO/AA,  740  E.  Ash  St., 
Springfield,  IE  62703,  217/782-6698  (phone)  or  888/261-2887  (TTY). 


The  EEOAAA  Officer’s  duties  include  the  following: 

1 . To  develop  the  Office  of  the  Auditor  General’s  affirmative  action  plan,  goals  and 
objectives; 

2.  To  assist  in  identifying  and  solving  EEO  problems; 

3.  To  design  and  implement  internal  audits  and  reporting  systems  for  measuring  the 
effectiveness  of  agency  programs  indicating  need  for  remedial  action,  and 
determining  the  degree  to  which  the  agency’s  goals  and  objectives  have  been  attained; 

4.  To  serve  as  liaison  between  the  Office  of  the  Auditor  General  and  EEO  enforcement 
authorities; 

5.  To  serve  as  liaison  between  the  Office  of  the  Auditor  General  and  minorities,  women 
and  disability  organizations; 

6.  To  inform  management  of  developments  in  the  EEO  field; 

7.  To  assist  in  the  evaluation  of  employees  and  job  applicants  so  that  minorities,  women 
and  disabled  persons  are  given  equal  employment  opportunity; 

8.  To  regularly  confer  with  managers,  supervisors  and  employees  to  assure  that  the 
Office  of  the  Auditor  General’s  EEO  policies  are  observed; 

9.  To  advise  managers  and  supervisors  if  employment  practices  comply  with  the  Illinois 
Human  Rights  Act; 

10.  To  report  to  the  Department  of  Human  Rights  all  internal  and  external  complaints  of 
discrimination  against  the  Office  of  the  Auditor  General; 

1 1 . To  assist  in  the  investigation  of  internal  and  external  complaints  of  discrimination  as 
specified  in  Section  2520.790  (a  & b)  of  the  Department  of  Human  Rights’ 
regulations; 

1 2.  At  the  request  of  the  Auditor  General,  to  direct  agency  staff  in  taking  appropriate 
action  to  correct  discriminatory  practices  identified  by  the  Department  of  Human 
Rights  and  report  to  the  Auditor  General  on  the  progress  of  actions  taken; 

13.  In  conjunction  with  the  filing  of  Quarterly  Reports,  to  submit  recommendations  to  the 
Auditor  General  and  the  Department  of  Human  Rights  for  improvements  to  the  Office 
of  the  Auditor  General’s  Affirmative  Action  Plan; 

14.  To  immediately  notify  the  Auditor  General  and  Department  of  Human  Rights  when 
unable  to  resolve  employment  practices  or  conditions  which  have  or  tend  to  have 
disparate  impact  on  minorities,  women,  or  the  disabled;  and 

1 5.  If  the  agency  is  in  noncompliance,  as  described  in  Section  2520.795,  to  work  with 
appropriate  resources  to  develop  programs  for  the  preparation  and  promotion  of  the 
affirmative  action  group  in  question. 


The  EEO/AA  Officer’s  duties  also  include: 


1.  Reporting  on  and/or  analyzing  Layoff  Reports  [2520.770(f)],  Reorganization  Reports 
[2520.770(g)],  Hiring  and  Promotion  Monitors  [2520.770(h)]  and  Exit  Questionnaires 
[2520.770(i)]; 

2.  Evaluating  tests,  employment  policies  and  practices  and  reporting  to  the  Auditor 
General  any  such  policies,  practices  and  evaluation  mechanisms  that  have  adverse 
impact  on  minorities,  women,  and  the  disabled.  The  Office  of  the  Auditor  General 
EEO/AAi  Officer  will  also  assist  in  the  recmitment  of  minorities,  women  and  people 
with  disabilities; 

3.  Providing  counseling  for  any  aggrieved  employee  or  applicant  for  employment  who 
believes  that  he  or  she  has  been  discriminated  against  because  of,  including  but  not 
limited  to:  race,  color,  religion,  sex,  sexual  orientation,  national  origin/ancestry,  age, 
order  of  protection  status,  marital  status,  arrest  record,  military  status,  including 
veteran  status,  unfavorable  discharge  from  military  service,  citizenship  status,  and 
disability. 


OFFICE  OF  THE  AUDITOR  GENE1C\L 
ORGANIZATIONAL  CHART 


METHODS  OF  DISSEMINATING  THE  OFFICE  OF  THE  AUDITOR 
GENERAL'S  AA  POLICY  AND  PLAN 


The  cooperation  of  all  employees  of  the  Office  of  the  Auditor  General  is  required  for  the 
successful  implementation  of  the  Office’s  Affirmative  Action  Plan.  To  achieve  the 
informed  cooperation  of  all  employees,  the  Office  will: 

Policy 

• Post  a copy  of  the  Office’s  Policy  Statement  in  an  accessible  location  in  each 
of  the  Office’s  places  of  business,  with  directions  for  contacting  the  Office’s 
EEO/AA  Officer; 

• Display  EEO/AA  posters  in  an  accessible  location  in  each  of  the  Office's 
places  of  business; 

• Refer  to  the  Office’s  Affirmative  Action  Plan  and  related  materials,  when 
appropriate,  on  Office  mailings,  postings,  policies  and  procedures; 

• Incorporate  information  regarding  the  responsibilities  of  employees  under  the 
Office’s  Affirmative  Action  Plan  into  new  employee  orientations  and  on- 
going employee  training,  as  appropriate;  and 

• Include  information  concerning  the  Office's  Affirmative  Action  Plan/Policy  on 
our  website. 

Plan 


• Discuss  the  Affinnative  Action  Plan  and  its  commitments  and  goals  with 
managerial  personnel; 

• Notify  all  staff  on  the  agency's  intranet  that  the  AA  Plan  is  available  for 
review  and  can  be  obtained  from  the  EEO  Officer; 

• Distribute  the  Affirmative  Action  Plan  (40  copies  and  an  electronic  version)  to 
the  Illinois  State  Library  Acquisitions  Division,  Illinois  Document  Division 
(per  23  111. Adm. Code  3020.1 10); 

• Make  the  plan  available  to  pertinent  State  and  Federal  regulatory  agencies; 
and 

• Make  the  plan  available  to  all  recruitment  sources. 


SECTION  TWO 


NARRATIVE  SUMMARY 


Analysis  of  "Summary  of  Workforce  Analysis  by  Region"  (DHR-9) 

The  Auditor  General's  workforce  consisted  of  98  individuals  at  June  30,  2011.  Twelve  of 
these  individuals,  or  12%,  are  employed  in  our  Chicago  office.  The  majority  of  employees  are  at 
our  Springfield  office  location.  Approximately  54%  of  all  employees  are  women.  At  June  30, 
2011,  13  of  98  (13%)  employees  are  minorities.  This  is  a decrease  from  June  30,  2010,  when  17 
of  103  (17%)  of  our  employees  were  minorities. 

During  FYl  1,  we  lost  22  employees  (excluding  one  employee  who  was  subsequently 
reinstated),  including  8 to  the  Executive  Ethics  Commission,  2 to  the  State  Board  of  Education,  2 
to  the  federal  government,  and  1 to  retirement.  Most  of  the  remaining  departing  employees 
either  took  higher  paying  positions  in  the  private  sector  or  relocated  for  personal  reasons.  Of 
these  22  departing  employees  in  FYl  1,  five  were  minorities.  Tliree  of  the  departing  minorities 
took  positions  with  the  Executive  Ethics  Commission,  one  with  the  federal  government,  and  the 
fifth  relocated  upon  marriage.  At  the  beginning  of  FYl  2,  the  Auditor  General's  Office  is  still 
attempting  to  fill  the  vacancies  created  in  FYl  1 and,  in  particular,  address  the  loss  of  minority 
staff  to  other  govermnent  agencies. 

.Analysis  of  "Summary'  of  Workforce  Transactions  Report"  (DHR-10) 

In  FYl  1,  the  Auditor  General's  Office  hired  17  employees  (47%  women;  6%  minority) 
and  promoted  25  employees  (56%  women;  16%  minorities).  Twenty-two  individuals  (excluding 
one  employee  who  subsequently  was  reinstated)  resigned  their  employment  during  FYl  1 (64% 
women;  23%  minorities). 

Analysis  of  "Salary  Analysis"  (DHR-32) 

Of  32  official/manager  positions,  17  (53%)  are  women,  3%  are  minority.  Ten  of  20 
(50%)  officials/managers  making  more  than  $80,000  annually  are  women;  1 of  20  (5%)  of 
officials/managers  making  more  than  that  salary  is  minority. 

Of  57  professional  positions,  28  (49%)  are  women,  10  (18%)  are  minority.  Twenty-three 
of  42  (55%)  professionals  making  more  than  $40,000  annually  are  women;  8 of  42  (19%)  are 
minority. 

01' 9 office/clcrical  positions,  8 (89%)  are  women,  2 (22%)  are  minority.  Five  of  6 (83%) 
of  office/clericals  making  more  than  $40,000  are  women;  2 of  6 (339o)  are  minority. 

Overall,  women  and  minorities  comprise  54%  and  13%  of  the  overall  workforce, 
respectively.  Fifty-four  percent  of  the  overall  workforce  makes  more  than  $50,000  annually;  in 
that  category,  women  and  minorities  comprise  60%  and  8%,  respectively.  Fhc  representation  of 
minorities  at  higher  level  salaries  was  negatively  impacted  in  FYl  1 by  the  resignation  of  three  of 
our  more  experienced  minorities,  including  two  who  went  to  the  Executive  Ethics  Commission. 
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DHR-32  (5/07) 


JOB  DESCRIPTIONS  BY  EEO  CLASSIFICATION 


Official/Manager: 


Assistant  to  the  Auditor  General 
Legal  Counsel 
Fiscal  Officer 
Director 

Assistant  Director 

Quality  Assurance  Program  Manager 
Auditor  V 
Auditor  FV 

Information  Specialist  V 
Information  Specialist  IV 
Statewide  Single  Audit  Manager 
Administrative  Manager 
Senior  Administrative  Manager 

Professional: 

Auditor  III 
Auditor  II 
Auditor  I 

Information  Specialist  III 
Information  Specialist  II 
Information  Specialist  I 
Paralegal  Specialist 
Training  Administrator 
Records  Manager 
Graphic  Designer 

Office/Clerical 

Fiscal  Assistant 
Senior  Fiscal  Assistant 
Office  Manager 
Administrative  Specialist 
Secretary 

Administrative  Clerk 
Executive  Secretaiy 


FACTOR  6 - PROMO TABLE  CATEGORIES 


Qfficials/Managers 


Professionals 


PROEESSIONALS 


No  Promotable  Categories 


OEEICE/CLERICAL 


No  Promotable  Categories 


REGION  ONE 


AGENCY:  Auditor  General's  Office 

Category:  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  AFRICAN 
Region:  1 AMERICANS 

Facility: 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

it 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1 . Population  in  Illinois 

12,600,620 

1,920,014 

15.2% 

1 

0.15 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

103,894 

36.2% 

1 

0.36 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

571,670 

14.7% 

15 

2.20 

IL  Department  of  Employment  Security 

4,  Those  having  requisite 
skills  in  the  region 

618,175 

61,680 

10.0% 

20 

2.00 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

2,292 

718 

3 1 .3% 

27 

8 46 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

9 

1 

11.1  "/'o 

30 

3.33 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

58,279 

6,91 1 

1 1 .9% 

5 

0.59 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

9 

1 

11.1% 

1 

0.1 1 

9.  *Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

13.76 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
*Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

Categoiy:  Officials-^anagers  Worksheet 

Option:  1 


A B 


C D E 


FACTORS 

Grand  Total 

a 

Minority 

Group 

a 

Percentage 

Total 

% 

Value 

Weight 

% 

Weighted 

Factor 

% 

1.  Population  in  Illinois 

12,600,620 

1,681,402 

13.3% 

1 

0.13 

2.  Unemployed  in  region 

287,188 

57,469 

20.0% 

1 

0.20 

3.  Total  employed  in  region 

3,900,294 

569,936 

14.6% 

15 

2.19 

4.  Those  having  requisite 
skills  in  the  region 

618,175 

38,688 

6.3% 

20 

1.25 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

2,292 

298 

13.0% 

27 

3.51 

6.  Those  promotable  within 
region 

9 

2 

22.2% 

30 

6.67 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

58,279 

4,653 

8.0% 

5 

0.40 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

9 

2 

22.2% 

1 

0.22 

9.  *Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 


100  11.66 


NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
•Optional 


Affirmative  Action  Group:  HISPANICS 
Region:  1 

Facility:  0 


Source  of  Statistics 

U.S.  Census  Bureau 
IL  Department  of  Employment  Security 
IL  Department  of  Employment  Security 
U.S.  Census  Bureau 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

IL  Board  of  Higher  Education. 

Data  Book  on  IL  Higher  Education 


Final  Availability  Percent 


AGENCY : Auditor  General's  Office 

Category:  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  WOMEN 
Region:  1 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

O' 

/o 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

6,423,314 

51.0% 

1 

0.51 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

131,638 

45.8% 

1 

0.46 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

1,819,999 

46.7% 

15 

7.00 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

618,175 

244,044 

39.5% 

20 

7.90 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

2,292 

1,168 

51.0% 

27 

13.76 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

9 

4 

44.4% 

30 

13.33 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

58,279 

35,261 

60.5% 

5 

3.03 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

9 

4 

44.4% 

1 

0.44 

9.  ’Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

37.14 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
’Optional 


AGEMCY:  Auditor  General's  Office 
Category:  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  ASIANS 
Region:  1 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority' 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

489,339 

3.9% 

1 

0.04 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

10,823 

3.8% 

1 

0.04 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

199,201 

5.1% 

15 

0.77 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

618,175 

26,469 

4.3% 

20 

0.86 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  In  the  region  in 
state  government 

2,292 

119 

5.2% 

43 

2.23 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

9 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

58,279 

5,281 

9.1% 

20 

1.81 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

9 

0 

0.0% 

0 

0.00 

9.  ’Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

4.60 

Final  Availability'  Percent 

MOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
’Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

Category:  Officials/Managers  Worksheet 

Option:  I 


Affirmative  Action  Group:  NATIVE 
Region:  I AMERICANS 

Facility:  0 


FACTORS 

A 

Grand  Total 

B 

Minority 

Group 

C 

Percentage 

Total 

D 

Value 

Weight 

E 

Weighted 

Factor 

# 

# 

% 

% 

% 

Source  of  Statistics 

I.  Population  in  Illinois 

12,600,620 

38,815 

0.3% 

1 

0.00 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

1,178 

0.4% 

1 

0.00 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

8,797 

0.2% 

15 

0.03 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 

618,175 

652 

0-1% 

20 

0.02 

U.S.  Census  Bureau 

skills  in  the  region 

5.  Those  having  requisite 
skills  in  the  region  in 

2,292 

6 

0.3% 

43 

0.1 1 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

state  government 

6.  Those  promotable  within 

9 

0 

0.0% 

0 

0.00 

region 

7.  Those  acquiring  requisite 
skills  at  institutions 

58.279 

169 

0.3% 

20 

0.06 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

in  the  region 

8.  Those  persons  in  the  region 

9 

0 

0.0% 

0 

0.00 

whom  the  agency  can  train 

9.  *Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 


100  0.19  Final  Availability  Percent 


NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
*OptionaI 


AGENCY:  Auditor  General's  Office  Final  Availability'  Percent 

Category:  Professionals  Worksheet 

Option:  1 


Affirmative  Action  Group:  AFRJCAN 
Region:  1 AMERICANS 

Facility:  0 


FACTORS 

A 

Grand  Total 

B 

Minority 

Group 

C 

Percentage 

Total 

D 

Value 

Weight 

E 

Weighted 

Factor 

a 

# 

% 

% 

®/o 

Source  of  Statistics 

1 . Population  in  Illinois 

12,600,620 

1,920.014 

15.2% 

1 

0.15 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

103,894 

36.2% 

1 

0.36 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

571,670 

14.7% 

15 

2.20 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 

810,380 

90,595 

1 1 .2% 

20 

2.24 

U.S.  Census  Bureau 

skills  in  the  region 

5.  Those  having  requisite 
skills  in  the  region  in 

8,656 

3,647 

42.1% 

43 

18.12 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

state  government 

6.  Those  promotable  within 

0 

0 

0.0% 

0 

0.00 

region 

7.  Those  acquiring  requisite 
skills  at  institutions 

128,565 

17,751 

13.8% 

20 

2.76 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

in  the  region 

8.  Those  persons  in  the  region 

0 

0 

0.0% 

0 

0.00 

whom  the  agency  can  train 

9.  ‘Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 

100 

20.66 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
*Optional 


AGENCY:  Auditor  General's  Office  Final  Availabilit>'  Percent 

Category':  Professionals  Workslieet 

Option:  1 


Affirmative  Action  Group:  HISPANICS 
Region:  1 

Facility:  0 


FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

M 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

1,681,402 

13.3% 

1 

0.13 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

57,469 

20.0% 

1 

0.20 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

569,936 

14.6% 

15 

2.19 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

810,380 

42,270 

5.2% 

20 

1.04 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

8,656 

996 

1 1.5% 

43 

4.95 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0,0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

128,565 

13,322 

10.4% 

20 

2.07 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  *Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100  8.47  Final  Availability  Percent 


NOTE:  If  any  value  is  less  than  or  greater  than  DFIR  parameters,  please  explain: 
*Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

Category:  Professionals  Worksheet 

Option:  1 


Affirmative  Action  Group:  WOMEN 
Region:  1 

Facility:  0 


FACTORS 

A 

Grand  Total 

B 

Minority 

Group 

C 

Percentage 

Total 

D 

Value 

Weight 

E 

Weighted 

Factor 

U 

# 

% 

% 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

6,423,314 

51.0% 

1 

0.51 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

131,638 

45.8% 

1 

0.46 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

1,819,999 

46.7% 

15 

7.00 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 

810,380 

427,909 

52.8% 

20 

10.56 

U.S.  Census  Bureau 

skills  in  the  region 

5.  Those  having  requisite 
skills  in  the  region  in 

8,656 

5,149 

59.5% 

43 

25.58 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

state  government 

6.  Those  promotable  within 

0 

0 

0.0% 

0 

0.00 

region 

7.  Those  acquiring  requisite 
skills  at  institutions 

128,565 

77,154 

60.0% 

20 

12.00 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

in  the  region 

8.  Those  persons  in  the  region 

0 

0 

0.0% 

0 

0.00 

whom  the  agency  can  train 

9.  ‘Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 

100 

44.89 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

Category:  Professionals  Worksheet 

Option:  1 


FACTORS 

A 

Grand  Total 
it 

B 

Minority 

Group 

if 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

1.  Population  in  Illinois 

12,600,620 

489,339 

3.9% 

1 

0.04 

2.  Unemployed  in  region 

287,188 

10,823 

3.8% 

1 

0.04 

3.  Total  employed  in  region 

3,900,294 

199,201 

5.1% 

15 

0.77 

4.  Those  having  requisite 
skills  in  the  region 

810,380 

71,638 

8.8% 

20 

1.77 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

8,656 

697 

8.1% 

43 

3.46 

6.  Those  promolable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

128,565 

1 1,265 

8.8% 

20 

1.75 

8.  Those  persons  in  the  region 
whom  the  agency  can  tram 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100  6.26 


NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


Affirmative  Action  Group:  ASIANS 
Region:  1 

Facility:  0 


Source  of  Statistics 

U.S.  Census  Bureau 
IL  Department  of  Employment  Security 
IL  Department  of  Employment  Security 
U.S.  Census  Bureau 

3rd  Qtuarter  Report  (DHR-9Q) 
from  all  state  agencies. 

IL  Board  of  Higher  Education, 

Data  Book  on  IL  Higher  Education 


Final  Availability  Percent 


AGENCY:  Auditor  General's  Office 

Categoiy:  Professionals 

Option:  1 

Final  Availability'  Percent 
Worksheet 

Affirmative  Action  Group:  NATIVE 
Region:  1 AMERICANS 

Facility:  0 

FACTORS 

A 

Grand  Total 

a 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

38,815 

0.3% 

I 

0.00 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

1,178 

0.4% 

1 

0.00 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

8,797 

0.2% 

15 

0.03 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

810,380 

794 

0.1% 

20 

0.02 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  m the  region  in 
state  government 

8,656 

30 

0.3% 

43 

0.15 

3rd  Qi-iarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

128,565 

393 

0.3% 

20 

0.06 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

0.22 

Final  Availability  Percent 

NOTE;  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office 

Category':  Office  Clerical 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  WOMEN 
Region:  1 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

I.  Population  in  Illinois 

12,600,620 

6,423,314 

51.0% 

5 

2.55 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

131,638 

45.8% 

10 

4.58 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

1,819,999 

46.7% 

20 

9.33 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

1,100,670 

722,628 

65.7% 

30 

19.70 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

2,039 

1,578 

77.4% 

35 

27.09 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promolable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

0 

0 

0.0% 

0 

0.00 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

50.60 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain; 
‘Optional 


AGENCY:  Auditor  General's  Office 

Category:  Office  Clerical 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  ASIANS 
Region:  1 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

489,339 

3.9% 

5 

0.19 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

10,823 

3.8% 

10 

0.38 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

199,201 

5.1% 

20 

1.02 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

1,100,670 

42,164 

3.8% 

30 

1.15 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

2,039 

62 

3.0% 

35 

1.06 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  u'ithin 
region 

0 

0 

0.0% 

0 

0.00 

7.  TTiose  acquiring  requisite 
skills  at  institutions 
in  the  region 

0 

0 

0.0% 

0 

0.00 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

3.04 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office 

Category:  Office  Clerical 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  NATIVE 
Region:  1 AMERICANS 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

38,815 

0.3% 

5 

0.02 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

287,188 

1,178 

0,4% 

10 

0.04 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

3,900,294 

8,797 

0.2% 

20 

0.05 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

1,100,670 

1,348 

0.1% 

30 

0.04 

U.S.  Census  Bureau 

5,  Those  having  requisite 
skills  in  the  region  in 
state  government 

2,039 

6 

0.3% 

35 

0.10 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

0 

0 

0.0% 

0 

0.00 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ’Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

0.19 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
’Optional 


Summar>'  Of  Workforce  Analysis  By  Region 


Agency;  Auditor  General's  Office  Report  Date:  6/30/2011 

Region:  1 


EEO 

Category 

Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

Grand 

Total 

Male: 

White 

1 

3 

0 

0 

0 

0 

0 

0 

4 

African  American 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Hispanic 

0 

2 

0 

0 

0 

0 

0 

0 

2 

Asian 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Native  American 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Total  Male 

1 

5 

0 

0 

0 

0 

0 

0 

6 

Female: 

U'hite 

1 

3 

0 

0 

0 

0 

0 

0 

4 

African  American 

0 

1 

0 

0 

0 

1 

0 

0 

2 

Hispanic 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Asian 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Native  American 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Total  Female 

1 

4 

0 

0 

0 

1 

0 

0 

6 

G rand  Total 

2 

9 

0 

0 

0 

1 

0 

0 

12 

Percentages: 

Male 

50.0% 

55.6% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

50.0% 

Female 

50.0% 

44.4% 

0.0% 

0.0% 

0.0% 

100.0% 

0.0% 

0.0% 

50.0% 

White 

100.0% 

66.7% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

66.7% 

African  American 

0.0% 

11.1% 

0.0% 

0.0% 

0.0% 

100.0% 

0.0% 

0.0% 

1 6.7% 

Hispanic 

0.0% 

22.2% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

16.7% 

Asian 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

Native  American 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

Disabled: 

Male 

0 

1 

0 

0 

0 

0 

0 

0 

1 

Female 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Total  Disabled 

0 

1 

0 

0 

0 

0 

0 

0 

1 

Percentage 

0.0% 

11.1% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

8.3% 

Grand  Total  Employees  For  Reg 

ion: 

Male 

6 

Female 

6 

50.0% 

50.0% 

\^'hite 

8 

.Afr.  Am. 

2 

Hispanic 

2 

Asian 

0 

Nat.  .Am. 

0 

66.7% 

16.7% 

16.7% 

0.0% 

0.0% 

DHR-9  (Rev,  07-04) 


Final  Availability  Summary 


Agency:  Auditor  General's  Office  Region:  1 

Affirmative  Action  Group:  AFRICAN  AMERICANS  Facility:  0 


Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

Present  Number 

of  Employees 

2 

9 

0 

0 

0 

1 

0 

0 

Final  Availability 

Percentage  (FAP) 

13.76 

20.66 

0.00 

0.00 

0.00 

21.74 

0.00 

0.00 

Number  Needed  for  Parity 

0 

1 

0 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

0 

1 

0 

0 

0 

1 

0 

0 

Underutilization/Parity 

P 

P 

P 

P 

P 

P 

P 

P 

DHR-8  (Rev  7-04) 


Final  Availability  Summary 


Agency:  Auditor  General's  Office  Region:  1 


Affirmative  Action  Group: 

HISPANICS 

Facility: 

0 

Officials/ 

Protective 

Para- 

Office/ 

Skilled 

Service/ 

Managers 

Professionals 

Technicians 

Service 

Professionals 

Clerical 

Craft 

Maintenance 

Present  Number 
of  Employees 

2 

9 

0 

0 

0 

1 

0 

0 

Final  Availability 
Percentage  (FAP) 

1 1.66 

8.47 

0.00 

0.00 

0.00 

11. 05 

0.00 

0.00 

Number  Needed  for  Parity 

0 

0 

0 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members 

Already  Employed 

0 

2 

0 

0 

0 

0 

0 

0 

Underutilization/Parity 

P 

P 

P 

P 

P 

P 

P 

P 

DHR-8  (Rev  7-04) 


Final  Availability'  Summary 


Agency: 

Affirmative  Action  Group: 

Auditor  General's  Office 
WOMEN 

Region.  1 
Facility: 

0 

Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Present  Number 
of  Employees 

2 

9 

0 

0 

0 

1 

0 

Final  Availability 
Percentage  (FAP) 

37.14 

44.89 

0.00 

0.00 

0.00 

50.60 

0.00 

Number  Needed  for  Parity 

0 

4 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

1 

4 

0 

0 

0 

1 

0 

Underutilization/Parity' 

P 

P 

P 

P 

P 

P 

P 

Sen' ice/ 
Maintenance 

0 

0.00 

0 

0 

P 


DHR-8  (Rev  7-04) 


Final  Av  ailability'  Summary 


Agency:  Auditor  General's  Office  Region:  1 

Affirmative  Action  Group:  ASLANS  Facility:  0 


Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

Present  Number 

of  Employees 

2 

9 

0 

0 

0 

1 

0 

0 

Final  Availability 

Percentage  (FAP) 

4.60 

6.26 

0.00 

0.00 

0.00 

3.04 

0.00 

0.00 

Number  Needed  for  Parity 

0 

0 

0 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

0 

0 

0 

0 

0 

0 

0 

0 

Underutilization/Parity 

P 

P 

P 

P 

P 

P 

P 

I> 

DHR-8  (Rev  7-04) 


Final  Availability  Summary' 


Agency; 

Auditor  General's  Office 

Region:  1 

Affirmative  Action  Group: 

NATIVE  AMERICANS 

Facility; 

0 

Officials/ 

Protective 

Para- 

Office/ 

Skilled 

Service/ 

Managers 

Professionals 

Technicians 

Service 

Professionals 

Clerical 

Craft 

Maintenance 

Present  Number 
of  Employees 

2 

9 

0 

0 

0 

1 

0 

0 

Final  Availability 
Percentage  (FAP) 

0.19 

0.22 

0.00 

0.00 

0.00 

0.19 

0.00 

0.00 

Number  Needed  for  Parity 

0 

0 

0 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

0 

0 

0 

0 

0 

0 

0 

0 

Underutilization/Parity 

P 

P 

P 

P 

P 

P 

P 

I> 

DHR-8  (Rev  7-04) 


REGION  SEVEN 


AGENCY:  Auditor  General's  Office 

Category':  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  AFRICAN 
Region:  7 AMERICANS 

Facility: 

FACTORS 

A 

Grand  Total 
# 

B 

Minority' 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

1,920,014 

15.2% 

] 

0.15 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

2,323 

15.1% 

1 

0.15 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

11,658 

5.1% 

15 

0.76 

IL  Department  of  Employment  Security' 

4.  Those  having  requisite 
skills  in  the  region 

33,580 

1,048 

3.1% 

20 

0.62 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

3,310 

215 

6.5% 

27 

1.75 

3rd  Quarter  Report  (DF1R-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

48 

4 

8.3% 

30 

2.50 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

1,973 

151 

7.7% 

5 

0.38 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

48 

4 

8.3% 

1 

0.08 

9.  *Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100  5 12  Final  Availability  Percent 


NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
*Optional 


AGENCY:  Auditor  General's  Office 
Category:  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  HISPANICS 
Region:  7 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority- 

Group 

a 

C 

Percentage 

Total 

^/o 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12.600,620 

1,681,402 

13.3% 

1 

0.13 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

283 

1.8% 

1 

0.02 

IL  Department  of  Employment  Security' 

3.  Total  employed  in  region 

230,828 

1,757 

0.8% 

15 

0.1 1 

IL  Department  of  Employment  Security 

4 Those  having  requisite 
skills  in  the  region 

33,580 

246 

0.7% 

20 

0.15 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
stale  government 

3.310 

41 

1 .2% 

27 

0.33 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

48 

2 

4.2% 

30 

1.25 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

1,973 

37 

1.9% 

5 

0.09 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

48 

2 

4.2% 

1 

0.04 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

1.71 

Final  Availability'  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
* Optional 


AGENCY:  Auditor  General's  Office 

Category:  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  WOMEN 
Region:  7 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

6,423,314 

5 1 .0% 

1 

0.51 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

6,576 

42.7% 

1 

0.43 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

1 1 1,749 

48.4% 

15 

7.26 

IL  Department  of  Employment  Securit)' 

4.  Those  having  requisite 
skills  in  the  region 

33,580 

12,999 

38.7% 

20 

7.74 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

3,310 

1,476 

44.6% 

27 

12.04 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

48 

24 

50.0% 

30 

15.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

1,973 

1,159 

58.7% 

5 

2.94 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

48 

24 

50.0% 

1 

0.50 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

37.13 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office 
Category:  Officials/Managers 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  ASIANS 
Region:  7 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

°/b 

D 

V alue 
Weight 
% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

489,339 

3.9% 

1 

0.04 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

159 

1 .0% 

I 

0.01 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

1,550 

0.7% 

15 

0.10 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

33,580 

207 

0.6% 

20 

0.12 

U.S.  Census  Bureau 

5.  Those  ha\  ing  requisite 
skills  in  the  region  in 
state  government 

3,310 

39 

1 .2% 

27 

0.32 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

48 

1 

2.1% 

30 

0.63 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

1,973 

38 

1.9% 

5 

0.10 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
w'hom  the  agency  can  train 

48 

1 

2.1% 

1 

0.02 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

1,07 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office 

Category:  Officials/Managers 

Option:  I 


Final  Availability  Percent 
W orksheet 


Affirmative  Action  Group:  NATIVE 
Region:  7 AMERICANS 

Facility:  0 


A 

B 

c 

Grand  Total 

Minority 

Percentage 

FACTORS 

# 

Group 

# 

Total 

% 

1.  Population  in  Illinois 

12,600,620 

38,815 

0.3% 

2.  Unemployed  in  region 

15,402 

38 

0.2% 

3.  Total  employed  in  region 

230,828 

384 

0.2% 

4.  Those  having  requisite 

33,580 

66 

0.2% 

skills  in  the  region 

5.  Those  having  requisite 

3,310 

10 

0.3% 

skills  in  the  region  in 
state  government 

6.  Those  promotable  within 

48 

0 

0.0% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1 

0.00 

U.S.  Census  Bureau 

1 

0.00 

IL  Department  of  Employment  Securit}' 

15 

0.02 

IL  Department  of  Employment  Security 

20 

0.04 

U.S.  Census  Bureau 

43 

0.13 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

0 

0.00 

region 

7,  Those  acquiring  requisite 
skills  at  institutions 

in  the  region 

8.  Those  persons  in  the  region 
whom  the  agency  can  tram 


1,973 


48 


0.2% 


20 


0.0%  0 


0.04 


0.00 


IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 


9,  *Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

0.19 

Final  AvailabiliR'  Percent 

note:  If  any  value  is  less  than  os  greaie,  than  DHR  parame.ers,  please  explasn 
♦Optional 


AGENCY:  Auditor  General’s  Office 
Category:  Professionals 

Option:  1 

Final  Availabilifr'  Percent 
Worksheet 

Affirmative  Action  Group:  AFRICAN 
Region:  7 AMERICANS 

Facilitx':  0 

FACTORS 

A 

Grand  Total 
U 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

1,920,014 

15.2% 

1 

0.15 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

2,323 

15.1% 

1 

0.15 

IL  Department  of  Employment  Security' 

3.  Total  employed  in  region 

230,828 

1 1,658 

5,1% 

15 

0.76 

IL  Department  of  Employment  Security' 

4.  Those  having  requisite 
skills  in  the  region 

42,650 

1,553 

3.6% 

20 

0.73 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

7,293 

503 

6.9% 

43 

2.97 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

6,047 

506 

8.4% 

20 

1,67 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  "Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

5.14 

Final  Availability  Percent 

NOTE;  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
"Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

Category':  Professionals  Worksheet 

Option:  1 


Affirmative  Action  Group:  HISPANICS 
Region:  7 

Facility:  0 


FACTORS 

A 

Grand  Total 

B 

Minority 

Group 

C 

Percentage 

Total 

D 

Value 

Weight 

E 

Weighted 

Factor 

# 

# 

0 / 
/O 

% 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

1,681,402 

13.3% 

1 

0.13 

U.S.  Census  Bureau 

2,  Unemployed  in  region 

15,402 

283 

1.8% 

1 

0.02 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

1,757 

0.8% 

15 

0.11 

IL  Department  of  Employment  Security' 

4.  Those  having  requisite 

42,650 

284 

0.7% 

20 

0.13 

U.S.  Census  Bureau 

skills  in  the  region 

5.  Those  having  requisite 
skills  in  the  region  in 

7,293 

108 

1.5% 

43 

0.64 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

state  government 

6.  Those  promotable  within 

0 

0 

0.0% 

0 

0.00 

region 

7.  Those  acquiring  requisite 
skills  at  institutions 

6,047 

128 

2.1% 

20 

0.42 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

in  the  region 

8.  Those  persons  in  the  region 

0 

0 

0.0% 

0 

0.00 

whom  the  agency  can  tram 

9.  *Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 

100 

1.17 

Final  Availabilitv  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
*Optional 


AGENCY:  Auditor  General's  Office 

Category':  Professionals 

Option:  I 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  WOMEN 
Region:  7 

Facility:  0 

FACTORS 

A 

Grand  Total 

a 

B 

Minority 

Group 

M 

C 

Percentage 

Total 

fo 

D 

Value 

Weight 

«/0 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

6,423,314 

51.0% 

1 

0.51 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15.402 

6,576 

Al.1% 

1 

0.43 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

111,749 

48.4% 

15 

7.26 

IL  Department  of  Employment  Security' 

4.  Those  having  requisite 
skills  in  the  region 

42,650 

24,314 

57.0% 

20 

1 1.40 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

7,293 

3,970 

54.4% 

43 

23.41 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

6,047 

3,566 

59.0% 

20 

11.79 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  *Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

43.84 

Final  Availability'  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
•Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

CategoPi':  Professionals  Worksheet 

Option:  1 


Affirmative  Action  Group:  ASIANS 
Region:  7 

Facility;  0 


FACTORS 

A 

Grand  Total 

B 

Minority 

Group 

C 

Percentage 

Total 

D 

V alue 
Weight 

E 

Weighted 

Factor 

# 

# 

“/'o 

% 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

489,339 

3.9% 

1 

0.04 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

159 

1 .0% 

1 

0.01 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

1,550 

0.7% 

15 

0.10 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 

42.650 

639 

1.5% 

20 

0.30 

U.S.  Census  Bureau 

skills  in  the  region 

5.  Those  having  requisite 
skills  in  the  region  in 

7,293 

185 

2.5% 

43 

1.09 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

state  government 

6.  Those  promotable  within 

0 

0 

0.0% 

0 

0.00 

region 

7.  Those  acquiring  requisite 
skills  at  institutions 

6,047 

118 

2.0% 

20 

0.39 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

in  the  region 

8.  Those  persons  in  the  region 

0 

0 

0.0% 

0 

0.00 

whom  the  agency  can  train 

9.  ‘Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 

1.54 


Final  Availability  Percent 


NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


100 


AGENCY:  Auditor  General's  Office 

Categor}':  Professionals 

Option:  1 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  NATIVE 
Region:  7 AMERICANS 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1,  Population  in  Illinois 

12,600,620 

38,815 

0.3% 

1 

0.00 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

38 

0.2% 

1 

0.00 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

384 

0.2% 

15 

0.02 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

42,650 

45 

0.1% 

20 

0.02 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

7,293 

18 

0.2% 

43 

0.11 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

6,047 

21 

0.3% 

20 

0.07 

IL  Board  of  Fligher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

0.18 

Final  Availability  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office  Final  Availability  Percent 

Category:  Office  Clerical  Worksheet 

Option:  1 


Affirmative  Action  Group:  WOMEN 
Region:  7 

Facility:  0 


FACTORS 

A 

Grand  Total 

B 

Minority 

Group 

C 

Percentage 

Total 

D 

Value 

Weight 

E 

Weighted 

Factor 

# 

# 

^0 

% 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

6,423,314 

51.0% 

5 

2.55 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

6,576 

42.7% 

10 

4.27 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

1 11,749 

48.4% 

20 

9.68 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 

64,270 

46,633 

72.6% 

30 

21.77 

U.S.  Census  Bureau 

skills  in  the  region 

5.  Those  having  requisite 
skills  in  the  region  in 

1,715 

1,186 

69.2% 

35 

24.20 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

state  government 

6.  Those  promotable  within 

0 

0 

0.0% 

0 

0.00 

region 

7.  Those  acquiring  requisite 
skills  at  institutions 

0 

0 

0.0% 

0 

0.00 

IL  Board  of  Higher  Education, 

Data  Book  on  IL  Higher  Education 

in  the  region 

8.  Those  persons  in  the  region 

0 

0 

0.0% 

0 

0.00 

whom  the  agency  can  train 

9.  ‘Those  transferable  from 

0 

0 

0.0% 

0 

0.00 

other  facilities  in  region 


100  49.98  Final  Availability  Percent 


NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


AGENCY:  Auditor  General's  Office 
Category:  Office  Clerical 

Option:  1 

Final  Availability'  Percent 
Worksheet 

•Affirmative  Action  Group:  ASIANS 
Region:  7 

Facility':  0 

FACTORS 

A 

Grand  Total 

n 

B 

Minority 

Group 

M 

C 

Percentage 

Total 

% 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

1.  Population  in  Illinois 

12,600,620 

489,339 

3.9% 

5 

0.19 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

159 

1 .0% 

10 

0.10 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

1.550 

0.7% 

20 

0.13 

IL  Department  of  Employment  Security 

4,  Those  having  requisite 
skills  in  the  region 

64,270 

276 

0.4% 

30 

0.13 

U.S.  Census  Bureau 

f . Those  having  requisite 
skills  in  the  region  in 
state  government 

1,715 

21 

1 .2% 

35 

0.43 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies. 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

0 

0 

0.0% 

0 

0.00 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

0.79 

Final  Availability  Percent 

I NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
I ‘Optional 


AGENCY:  Auditor  General's  Office 
Categorv"  Office  Clerical 
Option:  I 

Final  Availability  Percent 
Worksheet 

Affirmative  Action  Group:  N.ATIVE 
Region:  7 AMERICANS 

Facility:  0 

FACTORS 

A 

Grand  Total 
# 

B 

Minority 

Group 

# 

C 

Percentage 

Total 

*^Cl 

D 

Value 

Weight 

% 

E 

Weighted 

Factor 

% 

Source  of  Statistics 

I.  Population  in  Illinois 

12,600,620 

38,815 

0.3% 

5 

0.02 

U.S.  Census  Bureau 

2.  Unemployed  in  region 

15,402 

38 

0.2% 

10 

0.02 

IL  Department  of  Employment  Security 

3.  Total  employed  in  region 

230,828 

384 

0.2% 

20 

0.03 

IL  Department  of  Employment  Security 

4.  Those  having  requisite 
skills  in  the  region 

64,270 

75 

0.1% 

30 

0.04 

U.S.  Census  Bureau 

5.  Those  having  requisite 
skills  in  the  region  in 
state  government 

1,715 

4 

0.2% 

35 

0.08 

3rd  Quarter  Report  (DHR-9Q) 
from  all  state  agencies 

6.  Those  promotable  within 
region 

0 

0 

0.0% 

0 

0.00 

7.  Those  acquiring  requisite 
skills  at  institutions 
in  the  region 

0 

0 

0.0% 

0 

0.00 

IL  Board  of  Higher  Education, 
Data  Book  on  IL  Higher  Education 

8.  Those  persons  in  the  region 
whom  the  agency  can  train 

0 

0 

0.0% 

0 

0.00 

9.  ‘Those  transferable  from 
other  facilities  in  region 

0 

0 

0.0% 

0 

0.00 

100 

0.15 

Final  Availabilitv  Percent 

NOTE:  If  any  value  is  less  than  or  greater  than  DHR  parameters,  please  explain: 
‘Optional 


Summan’  Of  Workforce  Analysis  By  Region 


Agenc}-: 

Auditor  General's  Office 

Report  Date: 

6/30/201 1 

Region:  7 

EEO 

Category 

Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

Grand 

Total 

Male: 

White 

13 

22 

0 

0 

0 

0 

0 

0 

35 

African  American 

0 

2 

0 

0 

0 

1 

0 

0 

3 

Hispanic 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Asian 

1 

0 

0 

0 

0 

0 

0 

0 

1 

Native  American 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Total  Male 

14 

24 

0 

0 

0 

1 

0 

0 

39 

Female: 

White 

16 

19 

0 

0 

0 

7 

0 

0 

42 

African  American 

0 

2 

0 

0 

0 

0 

0 

0 

2 

Hispanic 

0 

2 

0 

0 

0 

0 

0 

0 

2 

Asian 

0 

1 

0 

0 

0 

0 

0 

0 

1 

Native  American 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Total  Female 

16 

24 

0 

0 

0 

7 

0 

0 

47 

Grand  Total 

30 

48 

0 

0 

0 

8 

0 

(1 

86 

Percentages: 

Male 

46,7% 

50.0% 

0.0% 

0.0% 

0.0% 

12.5% 

0.0% 

0.0% 

45.3% 

Female 

53.3% 

50.0% 

0.0% 

0.0% 

0.0% 

87.5% 

0.0% 

0.0% 

54.7% 

White 

96.7% 

85.4% 

0.0% 

0.0% 

0,0% 

87.5% 

0.0% 

0.0% 

89.5% 

African  American 

0.0% 

8.3% 

0.0% 

0.0% 

0.0% 

12.5% 

0.0% 

0.0% 

5.8% 

Hispanic 

0.0% 

4.2% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

2.3% 

Asian 

3.3% 

2.1% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

2.3% 

Native  American 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

0.0% 

Disabled: 

Male 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Female 

1 

1 

0 

0 

0 

1 

0 

0 

3 

Total  Disabled 
Percentage 

1 

3.3% 

1 

2.1% 

0 

0.0% 

0 

0.0% 

0 

0.0“/o 

1 

12.5% 

0 

0.0% 

0 

0.0% 

3 

3.5% 

Grand  Total  Employees  For  Region: 

Male 

39 

45.3% 

Female 

47 

54.7%, 

V^'hite 

77 

89.5% 

Afr.  Am. 

5 

5.8% 

Hispanic 

2 

2.3% 

.Asian 

2 

2.3%, 

Nat.  Am. 

0 

0.0%, 

DHR-S  (Rev.  07-04) 


Final  Av  ailability  Summary 


Agency:  Auditor  General's  Office 

Affirmative  Action  Group:  AFRICAN  AMERICANS 


Officials/ 

Managers 

Professionals 

Technicians 

Present  Number 

of  Employees 

30 

48 

0 

Final  Availability 

Percentage  (FAP) 

5.12 

5.14 

0.00 

Number  Needed  for  Parity 

1 

2 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

0 

4 

0 

Underutilization/Parity 

1 

P 

P 

Region:  7 


Facility: 

0 

Protective 

Para- 

Office/ 

Skilled 

Service/ 

Service 

Professionals 

Clerical 

Craft 

Maintenance 

0 

0 

8 

0 

0 

0.00 

0.00 

6.30 

0.00 

0.00 

0 

0 

0 

0 

0 

0 

0 

1 

0 

0 

P 

P 

P 

P 

P 

DHR-8  (Rev  7-04) 


Final  Availabilit>’  Summary 


A^cnc'”  Auditor  Ocncrdl  s Of'ficG 

Affirmative  Action  Group:  HISPANICS 


Officials/ 

Managers 

Professionals 

Technicians 

Present  Number 
of  Employees 

30 

48 

0 

Final  Availability' 
Percentage  (FAP) 

1.71 

1.17 

0.00 

Number  Needed  for  Parity 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members 

Already  Employed 

0 

2 

0 

Underutilizatioa'Tarity 

P 

P 

P 

Region:  7 

Facility:  0 


Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

0 

0 

8 

0 

0 

0.00 

0.00 

1.24 

0.00 

0.00 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

P 

P 

P 

P 

I 

DHR-8  (Rev  7-04) 


Final  Availability  Summary' 


Agency:  Auditor  General's  Office 

Region:  7 

Affirmative  Action  Group:  WOMEN 

Facility: 

0 

Officials/ 

Protective 

Para- 

Office/ 

Skilled 

Service/ 

Managers 

Professionals 

Technicians 

Service 

Professionals 

Clerical 

Craft 

Maintenance 

Present  Number 

of  Employees  30 

48 

0 

0 

0 

8 

0 

0 

Final  Availability 

Percentage  (FAP)  37.13 

43.84 

0.00 

0.00 

0.00 

49.98 

0.00 

0.00 

Number  Needed  for  Parity  1 1 

21 

0 

0 

0 

3 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 

Employed  16 

24 

0 

0 

0 

7 

0 

0 

Underutilization/Parity  P 

P 

P 

P 

P 

P 

P 

r 

DHR-8  (Rev  7-04) 


Final  Av  ailability’  Summary' 


Agency;  Auditor  General's  Office  Region:  7 

Affirmative  Action  Group:  ASIANS  Facility':  0 


Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

Present  Number 

of  Employees 

30 

48 

0 

0 

0 

8 

0 

0 

cinal  Availability 

Percentage  (FAP) 

1.07 

1.54 

0.00 

0.00 

0.00 

0.79 

0.00 

0.00 

Number  Needed  for  Parity 

0 

0 

0 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

1 

1 

0 

0 

0 

0 

0 

0 

Underut  ilizatioa'Parity 

P 

P 

P 

P 

P 

P 

P 

DHR-8  fRev7-04) 


Agency:  Auditor  General's  Office 

Affirmative  Action  Group:  NATIVE  AMERICANS 


0 


Region:  7 
Facility: 


Officials/ 

Managers 

Professionals 

Technicians 

Protective 

Service 

Para- 

Professionals 

Office/ 

Clerical 

Skilled 

Craft 

Service/ 

Maintenance 

Present  Number 

of  Employees 

30 

48 

0 

0 

0 

8 

0 

0 

Final  Availability 

Percentage  (FAP) 

0.19 

0.18 

0.00 

0.00 

0.00 

0.15 

0.00 

0.00 

Number  Needed  for  Parity 

0 

0 

0 

0 

0 

0 

0 

0 

Number  of  Affirmative 
Action  Group 
Members  Already 
Employed 

0 

0 

0 

0 

0 

0 

0 

0 

Underutilization/Parit)' 

P 

P 

P 

P 

P 

P 

P 

r 
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SECTION  THREE 


NUMERICAL  GOALS 


Area  to  be  addressed:  Underutilization  of  1 African  American  Official/Manager  in 

Region  7. 

Goal:  Eliminate  underutilization  of  1 African  American  Official/Manager 

in  Region  7. 

Objective:  Increase  representation  of  underutilized  group  in  applicant  pool  for 

the  purpose  of  identifying  and  hiring  qualified  minorities/females 
into  Professional  category.  Provide  training  and  experience  to 
persons  in  the  Professional  category  with  the  ultimate  goal  of 
promotion  to  Official/Manager  category. 


Action  Item 

Responsibilitv 

Completion 
Target  Date 

Monitoring  Procedure 

]. 

Attend  job  diversity  fair  and/ 
or  make  presentations  to  classes 

Admin  Mgr 

Fall,  2011 

Quarterly  report  to  DHR 

2. 

Mail  notices  of  position 
vacancies  to  minority  groups  & 
employment  centers 

Admin  Mgr 

Sept.  1 1 

Quarterly  report  to  DHR 

Interview  qualified  applicants 

Division 

Director 

Fall,  2011 

Review  of  hirings  by  EEO 
Officer 

4. 

Provide  on-going  training  to  all 
professional  staff 

Admin  Mgr 

Year-long 

Training  records 

PROGRAMMATIC  GOAL 


Area:  Sexual  Harassment  Prevention 

Goal:  Ensure  office  environment  is  free  from  inappropriate  behaviors 

Objective:  Continue  to  experience  no  complaints  of  sexual  harassment 


Action  Item 

Completion 

Responsibility  Tanzet  Date  Monitoring  Procedure 

1 . Provide  sexual  harassment 

prevention  training  to  all 
employees  on  an  annual  basis 

EEO/AA  Officer  5/12  Quarterly  report  to  DHR 

2.  Provide  sexual  harassment 

prevention  training  to  all 
new  employees  within  30  days 
of  employment 

EEO/AA  Officer  Within  30  days  Quarterly  report  to  DHR 
of  employment 

SECTION  FOUR 


OFFICE  OF  THE  AUDITOR  GENERAL 
EQUAL  EMPLOYMENT  OPPORTUNITY  COMPLAINT 
im^STI CATION  PROCEDURE 


Policy 

The  Auditor  General ' s Office  affirms  its  commitment  to  a policy  of  Equal  Employment 
Opportunity  through  the  implementation  of  an  EEO  Complaint  Investigation  Procedure  to 
promote  the  internal  resolution  of  employee  complaints  of  alleged  discrimination.  It  is  the 
conviction  of  the  Auditor  General ' s Office  that  the  establishment  of  this  EEO  Complaint 
Investigation  Procedure  shall  provide  an  internal  avenue  of  redress  to  infonnally  resolve 
complaints  of  alleged  discrimination  at  the  appropriate  organizational  level,  reducing  the  backlog, 
delay  and  expense  of  a prolonged  formal  investigation. 

To  that  end,  the  EEO/AA  Officer  shall  advise  and  support  management  in  the  investigation 
of  complaints,  documentation  of  facts,  the  presentation  of  findings,  and  recommendations  to 
resolve  the  dispute. 

The  use  of  this  internal  EEO  complaint  investigation  procedure  does  not  preclude  the  rights 
of  an  employee  to  file  a charge  directly  with  the  state  (DHR)  or  the  federal  government  (EEOC). 
The  filing  of  any  complaint  of  alleged  discrimination  may  not  be  used  as  a basis  for  future 
retaliation  adversely  affecting  the  rights  of  any  employee. 

Procedures 


The  EEO  Discrimination  Complaint  Form  (attached)  shall  be  used  to  clearly  record  the  date, 
nature,  and  other  pertinent  infonnation  of  the  eomplaint  of  alleged  discrimination  submitted  to  the 
EEO/AA  Officer  for  investigation. 

1 . Scope  and  Timeliness 

Unless  of  a continuing  nature,  all  complaints  must  be  received  by  the  EEO/AA  Officer  in 
waiting  within  ten  (10)  working  days  of  the  date  of  the  alleged  discrimination.  The  scope  of  the 
investigation  shall  be  restricted  to  the  specific  allegations  cited  in  the  charge. 

2.  Intake-Screening 

Immediately  upon  receipt  of  the  Discrimination  Complaint  Fomr,  the  EEO/AA  Officer  shall 
review  the  form  to  determine  the  initial  timeliness,  validity  and  thorougliness  of  the  infonnation 
submitted  in  the  complaint. 

The  EEO/AA  Officer  shall  inform  the  employee  in  wniting  of  the  acceptance  of  the 
complaint  for  investigation  within  five  (5)  working  days  of  receipt  of  the  complaint.  This  time 
frame  may  he  extended,  as  reasonable  and  necessary,  due  to  factors  beyond  the  EEO/AA  Officer's 
control.  The  complainant  shall  be  promptly  notified  if  further  information  or  documentation  is 
required  to  support  the  charge. 


3.  Investigation 


Within  ten  (10)  working  days  of  the  acceptance  of  the  complaint,  the  EEO/AA  Officer  shall 
initiate  a thorough  investigation  of  the  allegation(s)  of  discrimination  cited  in  the  complaint.  In 
order  to  document  the  merits  of  the  charge,  the  investigation  shall  entail  the  verification  of 
information  with  the  immediate  supervisors,  staff  and  witnesses  to  the  alleged  discriminatory 
emplo}Tnent  practice.  The  investigation  shall  be  concluded  within  twenty  (20)  working  days  after 
acceptance  of  the  complaint.  The  time  frames  stated  in  this  paragraph  may  be  extended,  as 
reasonable  and  necessary,  due  to  factors  beyond  the  EEO/AA  Officer's  control. 

4.  Withdrawal  of  the  Complaint 

The  complaint,  or  any  part  of  the  allegation,  may  be  withdrawn  during  the  investigation 
upon  a written  request  for  withdrawal  by  the  complainant. 

5.  Settlement  During  Investigation 

If  a settlement  is  reached  an  agreement  shall  be  obtained  in  writing  with  the  approval  of 
management  before  the  complaint  shall  be  considered  closed. 

6.  Dismissal  of  the  Complaint 

After  an  analysis  of  the  complaint,  if  there  is  a lack  of  substantial  evidence  to  indicate  that 
discrimination  occurred,  the  complainant  shall  be  notified  of  the  findings  in  writing  and  infonned 
of  the  right  to  appeal  within  five  (5)  working  days. 

7.  Investigation  Findings 

At  the  conclusion  of  the  investigation,  if  substantial  evidence  that  discrimination  may  have 
occurred,  the  EEO/AA  Officer  shall  submit  a written  notice  to  the  Auditor  General  with  the 
findings  and  recommendations  to  resolve  the  complaint.  Within  five  (5)  working  days,  a 
conciliation  meeting  shall  be  initiated  and  the  EEO/AA  Officer  shall  participate  to  seek  an 
equitable  resolution  of  the  complaint.  This  time  frame  may  be  extended,  as  reasonable  and 
necessary,  due  to  factors  beyond  the  EEO/AA  Officer's  control. 

Conci  1 i ation  Efforts 


The  EEO/AA  Officer  shall  conduct  and  coordinate  conciliation  efforts  by  conferring  with 
the  parties  in  an  attempt  to  secure  a settlement.  A conciliation  conference  may  be  convened, 
which  all  parties  may  attend  in  person  or  by  representative,  to  propose,  discuss,  and  agree  to  a 
resolution  of  the  complaint. 

If  the  complaint  cannot  be  satisfactorily  resolved  at  this  level  within  ten  (10)  working  days, 
the  EEO/AA  Officer  shall  document  the  efforts  made  to  resolve  the  complaint  and  shall  provide  a 
wTitten  explanation  of  the  reasons  why  the  complaint  was  not  able  to  be  resolved. 


The  findings,  conciliation  efforts,  and  proposed  settlement  shall  be  forv^'arded  to  the  Auditor 
General  for  the  final  review,  approval  or  other  detennination.  The  Auditor  General  shall  make 
knovvm  to  the  EEO/AA  Officer  the  official  position  of  the  Office  within  ten  (10)  working  days  of 
receipt  of  the  EEO/AA  Officer's  v^Titten  report.  This  time  frame  may  be  extended,  as  reasonable 
and  necessary,  due  to  factors  beyond  the  EEO/AA  Officer's  control. 

The  employee  has  the  right  to  file  with  the  Illinois  Department  of  Human  Rights  (IDHR)  or 
with  the  Equal  Employment  Opportunity  Commission  (EEOC)  or  any  other  appropriate 
government  agency.  The  EEO  Officer  shall  represent  the  Auditor  General's  Office  in  responding 
to  any  charges. 

Illinois  Department  of  Human  Rights 
222  South  College,  Room  101 A 
Springfield,  IE  62704 
217/785-5100 
TTY  217/785-5125 

Illinois  Department  of  Human  Rights 

James  R.  Thompson  Center 

100  W.  Randolph  St.,  Ste.  10-100 

Chicago,  IT  60601 

312/814-6200 

TTY  312/263-1579 

Illinois  Department  of  Human  Rights 
Marion  Regional  Office  Building 
2309  W.  Main  St,  Ste.  112 
Marion,  IL  62959 
618/993-7463 

Equal  Employment  Opportunity  Commission 
500  West  Madison  Street,  Suite  2000 
Chicago,  Illinois  60661 
800-669-4000 
TTY  800-669-6820 

Equal  Employment  Opportunity  Commission 

1222  Spruce  Street,  Room  8-100 

St.  Eouis,  Missouri  63  1 03 

800-669-4000 

ITY  800-669-6820 


Discrimination  Complaint  Form 
To;  Agency  EEO/AA  Officer 


Name  of  Agency 


1 . N ame T e 1 eph  on  e 

Home  Address 

2.  Are  you  currently  employed  by  the  agency?  Yes No 

3.  Indicate  your  present  job  title,  status,  work  unit,  address,  telephone  number  and 
length  of  service  in  your  current  title: 


Job  Title  Status  Division 


Location  Phone  Number  Length  of  Service  in  Classification 

4.  Date  of  the  alleged  discriminatory  practice: 

5.  Basis  of  the  alleged  discriminatory  practice: 

Race  Color  Sex  Religion  Age 

Disability  National  Origin  Ancestry 

Marital  Status  Military  Status  Retaliation 

Sexual  Orientation  Other 

6.  The  discrimination  occurred  in  connection  with: 

Interview  Hiring  Selection  Promotion 

Disciplinary  Action  Compensation  Transfer 

Lay  Off Training  Opportunity  Other  (specify) 

7.  The  facts  of  the  alleged  discriminatory  employment  practice  are: 


(Continue  on  additional  sheets,  if  necessary) 

8.  Name(s),  Title(s),  Work  Location(s)  and  Telephone  Number(s)  who  you  believe 
discriminated  against  you. 


Name  Title  Location  Phone  Number 


Name  Title  Location  Phone  Number 

9.  Please  supply  evidence  to  document  the  basis  for  the  discriminatory  practice  you 
are  claiming,  as  indicated  in  your  response  to  number  five  of  the  form. 


If  yes,  describe 


I have  attached  supporting  evidence:  Yes No 

attacliments; 


(Continue  on  additional  sheets,  if  necessary) 

10.  Have  you  made  an  effort  to  resolve  the  discrimination  through  your  supervisors, 

the  grievance  procedure  or  with  any  public  or  private  organization?  Yes 

No If  yes,  please  explain  indicating  the  outcome  of  the  efforts: 


(Continue  on  additional  sheets,  if  necessary) 


Complainant's  Signature  and  Date  Filed 


EEO/AA  Officer's  Signature  and  Date  Received 
DHR-21  (Rev  2-05) 


SECTION  FIVE 


REASONABLE  ACCOMMODATION  POLICY 


In  compliance  with  the  U.S.  Americans  with  Disabilities  Act  of  1990,  as  amended 
by  the  ADAAA  of  2008,  and  the  Illinois  Human  Rights  Act,  it  is  the  policy  of  the  Auditor 
General's  Office  to  reasonably  accommodate  the  known  physical  or  mental  limitations  of 
otherwise  qualified  applicants  and  employees  with  disabilities.  The  Auditor  General's 
Office  recognizes  the  right  of  a qualified  applicant  or  employee  with  a disability  to 
request  accommodation  to  ensure  equal  opportunity  in  the  application  process;  to  enable 
him  or  her  to  perform  essential  functions  of  a job;  and  to  enable  him  or  her  to  enjoy  equal 
benefits  and  privileges  of  employment. 

It  is  the  responsibility  of  the  Auditor  General's  Office  to  provide  accommodation 
to  qualified  applicants  and  employees  with  disabilities,  when  such  accommodation  does 
not  pose  an  undue  hardship  to  the  operation  of  the  agency’s  business. 

The  agency  Equal  Emplo^ent  Opportunity  Officer  and  the  Americans  with 

- ^ ^ "^provide  further  information  about  the  agency’s  policy  in 


DATE 


Auditor  General 


Labor  Force  Analysis  for  People  with  Disabilities 


Agency; 


Auditor  General's  Office 


Fiscal  Year;  FY12 


Total  Employees; 

Percent  of  People  with 
Disabilities  in  Illinois  Labor 
Force; 

Labor  Force  Number; 


98 


4.40% 


Number  of  Employees  with 
Disabilities  in  Agency; 

Underutilization  or  Parity; 


DHR  34-AAP  (6-11) 


NUMEl^CAL  GOALS 


Area  to  be  addressed: 
Goal: 

Objective: 


Employment  of  people  with  disabilities 
At  a minimum,  maintain  parity 

Ensure  representation  of  underutilized  group  in  applicant  pool  for 
the  purpose  of  identifying  and  hiring  qualified  persons  with 
disabilities 

Completion 


Action  Item 

Responsibility 

Tarcet  Date 

Monitoring  Procedure 

Identify  recruitment  sources 
for  people  with  disabilities 

Admin  Mgr 

On-going 

Quarterly  report  to  DHR 

Send  job  vacancies  to 
recruitment  sources 

Admin  Mgr 

Sept.  1 1 

Quarterly  report  to  DHR 

Interview  qualified  applicants 

Division 

Director 

Fall  201 1 

Review  of  hirings  by  EEO 
Officer 

Review  policies  and  procedures 
to  ensure  artificial  barriers  to 
employment/continued  employ- 
ment do  not  exist 

EEO/AA  Officer 

On-going 

Quarterly  report  to  DHR 

4. 
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AFFIRMATIVE  ACTION  FOR  EMPLOYING  PEOPLE  WITH  DISABILITIES 


1 . REASONABLE  ACCOMMODATION  POLICY 

See  attached  “Compliance  Manual  for  the  Americans  with  Disabilities  Act  (ADA),  as 
amended  by  the  ADA  Amendments  Act  of  2008  (AD AAA)”  and  implementing  rules  at  4 
111. Adm. Code  Part  1 125. 

2.  ACCOMMODATION  PROCEDURES/REQUEST  FORM 

See  Part  II  of  the  Compliance  Manual,  Appendices  A and  B,  for  request  procedures  for 
employees  and  applicants.  See  Part  111  of  the  Compliance  Manual  for  request  and 
grievance  procedures  regarding  access  to  programs,  activities,  and  services. 

IDENTIFICATION  OF  ANY  PHYSICAL  BARRIERS 

The  Auditor  General’s  Office  is  in  full  compliance  with  the  Illinois  Accessibility  Code 
and  other  codes  concerning  accessibility  by  persons  with  disabilities. 

4.  PROCEDURAL  BARRIERS 

a.  Pre-employment  Screening 

The  EEO  Officer  oversees  pre-employment  inquiries  and  the  interview  process  to 
ensure  that  legal  compliance  is  maintained.  The  OAG  does  not  require  pre- 
employment medical  examinations. 

b.  Employment  Criteria  and  Job  Description  Review 

The  EEO  Officer  oversees  employment  criteria  and  job  description  development 
to  ensure  there  is  no  disparate  impact  on  applicants  with  disabilities. 

c.  Employment  Testing 

The  Auditor  General’s  Office  does  not  typically  require  employment  testing. 
Should  such  tests  be  utilized  in  the  future,  the  EEO  Officer  will  ensure  that  the 
test  does  not  have  an  adverse  impact  on  people  with  disabilities  and  that 
accommodations  in  testing  are  provided  upon  request. 

d.  Identification  of  ADA  Coordinator 

Roberta  Pape,  Fiscal  Officer,  740  E.  Ash  St.,  217/782-6046,  888/261-2887 
(TTY),  oagl  0@mail.state.il. us. 

e.  Emergency  Evacuation  Procedures 

See  attached.  The  Auditor  General's  Office  uses  a survey  form  to  identify 
emergency  evacuation  needs  of  employees  with  disabilities.  No  current  employee 
needs  assistance  to  evacuate.  If  any  employee  indicates  such  needs  in  the  future, 
their  needs  will  be  addressed. 


OFFICE  OF  THE  AUDITOR  GENERAL 


COMPLIANCE  MANUAL  EOR  THE 
AMERICANS  WITH  DISABILITIES  ACT  (ADA), 

AS  AMENDED  BY 


THE  ADA  AMENDMENTS  ACT  OE  2008  (AD AAA) 


PARTI 


NOTICE  OF  RIGHTS  UNDER  THE 
ADA  AND  AD  AAA 


NOTICE  UNDER  THE  AMERICANS  WITH  DISABILITIES  ACT 


In  accordance  with  the  requirements  of  title  II  of  the  Americans  with  Disabilities  Act  of  1990 
("ADA"),  as  amended  by  the  ADA  Amendments  Act  of  2008  (AD AAA),  no  qualified  individual 
with  a disability  shall,  by  reason  of  such  disability,  be  excluded  from  participation  in  or  be 
denied  the  benefits  of  sendees,  programs,  or  activities  of  the  Auditor  General's  Office,  or  be 
subject  to  discrimination  by  the  Auditor  General's  Office. 

Employment:  The  Auditor  General's  Office  does  not  discriminate  on  the  basis  of  disability  in  its 
hiring  or  employment  practices  and  complies  with  all  regulations  promulgated  by  the  U.S.  Equal 
Employment  Opportunity  Commission  under  title  I of  the  ADA. 

Effective  Communication:  The  Auditor  General's  Office  will  generally,  upon  request,  provide 
appropriate  aids  and  services  leading  to  effective  communication  for  qualified  persons  with 
disabilities  so  they  can  participate  equally  in  the  Auditor  General's  programs,  services,  and 
activities,  including  qualified  sign  language  interpreters,  documents  in  Braille,  and  other  ways  of 
making  information  and  communications  accessible  to  people  who  have  speech,  hearing,  or 
vision  impairments. 

Modifications  to  Policies  and  Procedures:  The  Auditor  General's  Office  will  make  all 

reasonable  modifications  to  policies  and  procedures  to  ensure  that  people  with  disabilities  have 
an  equal  opportunity  to  enjoy  all  of  its  programs,  services,  and  activities.  For  example, 
individuals  with  sendee  animals  are  welcome  in  the  Auditor  General's  Offices,  even  where  pets 
are  generally  prohibited. 

Anyone  who  requires  an  auxiliary  aid  or  service  for  effective  communication,  or  a modification 
of  policies  or  procedures  to  participate  in  a program,  service,  or  activity  of  the  Auditor  General's 
Office,  should  contact  the  Office's  ADA  Coordinator  at  the  contact  information  listed  below  as 
soon  as  possible  but  no  later  than  48  hours  before  the  scheduled  event. 

The  ADA  does  not  require  the  Auditor  General's  Office  to  take  any  action  that  would 
fundamentally  alter  the  nature  of  its  goods,  services,  facilities,  privileges,  advantages  or 
accommodations,  or  impose  an  undue  financial  or  administrative  burden. 

Complaints  that  a program,  sendee,  or  activity  of  the  Auditor  General's  Office  is  not  accessible 
to  persons  with  disabilities  should  be  directed  to:  Roberta  Pape,  ADA  Coordinator,  Auditor 
General's  Office,  740  E.  Ash  St.,  Springfield,  IE  62703,  217-782-6046  (phone),  888-261-2887 
(TTY). 

The  Auditor  General's  Office  will  not  place  a surcharge  on  a particular  individual  with  a 
disability  or  any  group  of  individuals  with  disabilities  to  cover  the  cost  of  providing  auxiliary 
aids/services  or  reasonable  modifications  of  policy,  such  as  retrieving  items  from  locations  that 
are  open  to  the  public  but  are  not  accessible  to  persons  who  use  wheelchairs. 


PART  II 


EMPLOYMENT  PRACTICES 


I. 


INTRODUCTION 


Title  I of  the  American  With  Disabilities  Act  of  1990,  42  U.S.C.  12101  et  seq.  (ADA),  as 
amended  by  the  ADA  Amiendments  Act  of  2008  (AD AAA)  (P.L.  1 10-325),  prohibits 
discrimination  against  a qualified  individual  on  the  basis  of  disability  with  regard  to  job 
application  procedures,  the  hiring,  advancement,  or  discharge  of  employees,  employee 
compensation,  job  training,  and  other  terms,  conditions  and  privileges  of  employment.  42  USC 
12112(a). 

The  purpose  of  this  manual  is  to  provide  applicants,  employees  and  other  interested 
persons  with  a brief  description  of  their  rights  under  the  ADA  and  the  procedure  for  requesting  a 
reasonable  accommodation.  Copies  of  the  ADA  and  applicable  regulations  are  available  from 
the  AJDA  Coordinator;  applicants,  employees  and  other  interested  persons  are  advised  to  consult 
the  ADA  and  applicable  regulations  for  a full  explanation  of  their  rights  and  limitations  on  those 
rights.  The  policy  and  procedure  set  forth  herein  are  also  intended  to  meet  the  requirements  of 
the  Illinois  Human  Rights  Act  (775  ILCS  5/1-101  et  seq.)  and  Section  504  of  the  Rehabilitation 
Act  of  1973  (29  USC  794),  to  the  extent  that  those  acts  are  applicable,  as  well  as  the  ADA  and 
AD.AAA. 

II.  POLICY  STATEMENT 

It  is  the  policy  of  the  Office  of  the  Auditor  General  to  afford,  in  accordance  with 
applicable  laws  and  regulations,  an  individual  wdth  a disability  who  is  qualified  the  same 
consideration  for  employment  that  an  individual  without  a disability  who  is  qualified  would  be 
given.  The  term  “employmenf  ’ includes  the  job  application  process,  hiring,  advancement, 
discharge,  compensation,  training  and  other  terms,  conditions  and  privileges  of  employment.  29 
CFR  1630.4  (a)  (1). 

In  furtherance  of  this  policy,  the  Office  of  the  Auditor  General  will  inform  employees, 
applicants  and  interested  members  of  the  public  of  their  rights  under  applicable  laws  and 
regulations,  including  the  right,  under  certain  circumstances,  to  a reasonable  accommodation. 

The  Office  of  the  Auditor  General  will  engage  in  an  informal,  interactive  process  with  an 
individual  with  a disability  who  is  qualified  who  is  in  need  of  an  accommodation  in  order  to 
identify  the  precise  limitations  resulting  from  the  disability  and  potential  reasonable 
accommodations  that  could  overcome  those  limitations. 

This  policy  is  not  intended  to  create  any  legal  or  contractual  rights  or  obligations. 

III.  DEFINITIONS 

A.  M HO  IS  COVERED? 

An  employer  is  generally  required  to  make  reasonable  accommodations  to  the  known 
physical  or  mental  limitations  of  an  individual  with  a disability  who  is  qualified  unless  to  do  so 
would  impose  an  undue  hardship  on  the  operation  of  the  employer’s  business  or  result  in  a direct 
threat  to  the  safety  of  the  individual  or  others.  42  USC  121 12  (b)  (5).  An  individual  with  a 
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disability  is  “qualified”  if  she  or  he  is  qualified  for  the  job  except  that,  because  of  the  disability, 
the  individual  needs  reasonable  accommodation  to  perform  the  essential  functions  of  the  job. 

.An  "individual  with  a disability  who  is  qualified"  is  an  individual  with  a disability  who 
satisfies  the  requisite  skill,  experience,  education  and  other  job-related  requirements  of  the 
employment  position  such  individual  holds  or  desires,  and  who,  with  or  without  reasonable 
accommodation,  can  perform  the  essential  functions  of  such  position.  42  USC  12111  (8);  29 
CFR  1630.2  (m).  The  term  does  not  include  individuals  engaging  in  the  illegal  use  of  drugs, 
certain  sexual  behaviors,  compulsive  gambling,  kleptomania,  pyromania,  or  psychoactive 
substance  abuse  disorders  resulting  from  current  illegal  use  of  drugs.  (See  29  CFR  1630.3  for 
further  exceptions.)  42  USC  12210  and  12211. 

A “disability”  means; 

(i)  a physical  or  mental  impairment  that  substantially  limits  one  or  more  major  life 
activities  of  an  individual  ("actual  disability"); 

(ii)  a record  of  such  an  impairment  ("record  of).  An  individual  will  be  considered  to 
have  a record  of  a disability  if  the  individual  has  a history  of  an  impairment  that  substantially 
limited  one  or  more  major  life  activities  when  compared  to  most  people  in  the  general 
population,  or  was  misclassified  as  having  had  such  an  impairment;  or 

(iii)  being  regarded  as  having  such  an  impairment  ("regarded  as").  This  means  that  the 
individual  has  been  subjected  to  an  action  prohibited  by  the  ADA  because  of  an  actual  or 
perceived  impairment  that  is  not  both  transitory  and  minor.  "Transitory"  is  defined  as  lasting  or 
expected  to  last  six  months  or  less.  Where  an  individual  is  not  challenging  the  employer's  failure 
to  make  reasonable  accommodation  and  does  not  require  a reasonable  accommodation,  it  is 
generally  unnecessary  to  proceed  under  the  "actual  disability"  or  "record  of  prongs,  which 
require  a showing  of  an  impairment  that  substantially  limits  a major  life  activity  or  a record  of 
such  an  impairment.  The  evaluation  of  coverage  under  the  "regarded  as"  prong  does  not  require 
a showing  of  an  impairment  that  substantially  limits  a major  life  activity  or  a record  of  such  an 
impairment. 

42  USC  12102;  29  CFR  1630.2  (g). 

A "physical  or  mental  impairment"  means  any  physiological  disorder  or  condition, 
cosmetic  disfigurement,  or  anatomical  loss  affecting  one  or  more  body  systems,  or  any  mental  or 
psychological  disorder.  29  CFR  1630.2  (h). 

“Major  life  activities”  include,  but  are  not  limited  to;  (i)  caring  for  oneself,  performing 
manual  tasks,  walking,  seeing,  hearing,  eating,  sleeping,  standing,  sitting,  reaching,  lifting, 
bending,  speaking,  breathing,  learning,  reading,  concentrating,  thinking,  communicating, 
interacting  with  others,  and  working;  and  (ii)  the  operation  of  a major  bodily  function,  including 
functions  of  the  immune  system;  special  sense  organs  and  skin;  normal  cell  growth;  and 
digestive,  genitourinaiy,  bowel,  bladder,  neurological,  brain,  respiratory,  circulatory, 
cardiovascular,  endocrine,  hemic,  lymphatic,  musculoskeletal,  and  reproductive  functions.  42 
USC  12102  (2).  Whether  an  activity  is  a "major  life  activity"  is  not  determined  by  reference  to 
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whether  it  is  of  "central  importance  to  daily  life."  29  CFR  1630.2  (i).  Further,  an  impairment 
that  substantially  limits  one  major  life  activity  need  not  substantially  limit  other  major  life 
activities  in  order  to  be  considered  a substantially  limiting  impaimient.  29  CFR  1630.2  Q)  (1) 
(viii). 


“Substantially  limits.”  An  impairment  is  a disability  if  it  substantially  limits  the  ability  of 
an  individual  to  perform  a major  life  activity  as  compared  to  most  people  in  the  general 
population.  "Substantially  limits"  is  not  meant  to  be  a demanding  standard  and  whether  an 
impairment  substantially  limits  a major  life  activity  should  not  demand  an  extensive  analysis.  29 
CFR  1630.2  (j)  (1)  (iii).  The  determination  of  whether  an  impairment  substantially  limits  a 
major  life  activity  requires  an  individualized  assessment  and  shall  be  made  without  regard  to  the 
ameliorative  effects  of  mitigating  measures  (except  for  ordinary  eyeglasses  or  contact  lenses). 

42  use  12102  (4)  (E).  For  certain  types  of  impairments,  such  as  deafness,  blindness, 
intellectual  disabilities,  missing  limbs,  epilepsy,  and  muscular  dystrophy  (see  29  CFR  1630.2  0 
for  a list),  the  necessary  individualized  assessment  should  be  particularly  simple  and 
straightfoiw'ard.  For  other  impairments,  it  may  be  useful  to  consider,  as  compared  to  most 
people  in  the  general  population,  the  condition  under  which  the  individual  performs  the  major 
life  activity;  the  manner  in  which  the  individual  performs  the  major  life  activity;  and/or  the 
duration  of  time  it  takes  the  individual  to  perform  the  major  life  activity,  or  for  which  the 
individual  can  perform  the  major  life  activity.  An  impairment  that  is  episodic  or  in  remission  is 
a disability  if  it  would  substantially  limit  a major  life  activity  when  active.  29  CFR  1630.2  (j)  (1) 
(vii). 


“Essential  functions”  means  the  fundamental  job  duties  of  the  employment  position  the 
individual  with  a disability  holds  or  desires.  The  term  does  not  include  the  marginal  functions  of 
the  position.  A job  function  may  be  considered  essential  for  any  of  several  reasons,  including 
but  not  limited  to  the  following;  (i)  the  function  may  be  essential  because  the  reason  the  position 
exists  is  to  perform  that  function;  (ii)  the  function  may  be  essential  because  of  the  limited 
number  of  employees  available  among  whom  the  performance  of  that  job  function  can  be 
distributed;  and/or  (iii)  the  function  may  be  highly  specialized  so  that  the  incumbent  in  the 
position  is  hired  ibr  her  or  his  expertise  or  ability  to  perform  the  particular  function.  29  CFR 
1630.2  (n). 

Evidence  of  whether  a particular  function  is  essential  includes,  but  is  not  limited  to: 

• the  employer’s  judgment  as  to  which  functions  are  essential; 

• written  job  descriptions  prepared  before  advertising  or  interviewing  applicants  for  the 
job; 

• the  amount  of  time  spent  on  the  job  performing  the  function; 

• the  consequences  of  not  requiring  the  incumbent  to  perform  the  function; 

• the  terms  of  a collective  bargaining  agreement; 

• the  work  experience  .of  past  incumbents  in  the  job;  and/or 

• the  current  work  experience  of  incumbents  in  similar  jobs. 

29  CFR  1630.2  (n)  (3). 
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B.  wmx  IS  A REASONABLE  ACCOMMODATION? 


In  general,  it  is  the  responsibility  of  the  individual  v^dth  a disability  to  inform  the 
employer  that  an  accommodation  is  needed.  An  employer  is  required,  absent  undue  hardship,  to 
provide  a reasonable  accommodation  to  an  othei^dse  qualified  individual  who  meets  the 
definition  of  disability  under  the  "actual  disability"  prong  or  "record  of  prong,  but  is  not 
required  to  provide  a reasonable  accommodation  to  an  individual  who  meets  the  definition  of 
disability  solely  under  the  "regarded  as"  prong.  29  CFR  1630.3  (o)  (4).  When  the  need  for  an 
accommodation  is  not  obvious,  an  employer,  before  providing  a reasonable  accommodation,  may 
require  that  the  individual  with  a disability  provide  documentation  of  the  need  for 
accommodation.  29  CFR  1630.9. 

A reasonable  accommodation  is  defined  as; 

(i)  modifications  or  adjustments  to  a job  application  process  that  enable  an 
individual  with  a disability  who  is  qualified  to  be  considered  for  the  position 
the  applicant  desires;  or 

(ii)  modifications  or  adjustments  to  the  work  environment,  or  to  the  manner  or 
circumstances  under  which  the  position  held  or  desired  is  customarily 
performed,  that  enable  an  individual  with  a disability  who  is  qualified  to 
perform  the  essential  functions  of  that  position;  or 

(iii)  modifications  or  adjustments  that  enable  an  employee  with  a disability  to 
enjoy  equal  benefits  and  privileges  of  employment  as  are  enjoyed  by  its 
other  similarly  situated  employees  without  disabilities. 

29  CFR  1630.2  (o). 

Reasonable  accommodation  is  determined  on  a case-by-case  basis,  and  the  determination 
of  a reasonable  accommodation  for  one  individual  will  not  be  treated  as  a precedent  for  another 
individual.  29  CFR  1630,  App.,  pg.  365 

Examples  of  reasonable  accommodations  may  include,  but  are  not  necessarily  limited  to, 
the  following: 

• making  existing  facilities  readily  accessible  to  and  usable  by  individuals  with  disabilities; 

• acquiring  or  modifying  equipment  or  devices; 

• job  restructuring; 

• part-time  or  modified  work  schedules; 

• reassignment  to  a vacant  position; 

• making  appropriate  adjustments/modifications  to  examinations,  training  materials,  or 
policies;  and 

• providing  qualified  readers  or  interpreters. 

42  use  121 1 1 (9);  29  CFR  1630.2  (o). 
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The  reasonable  accommodation  obligation  generally  does  not  require  the  employer  to 
provide  adjustments  or  modifications  that  are  primarily  for  the  personal  use  of  the  individual 
wdth  a disability.  However,  employers  may  be  required  to  provide  items  that  are  customarily 
personal-use  items  where  the  items  are  specifically  designed  or  required  to  meet  job-related 
needs.  For  example,  an  employer  may  have  to  provide  an  individual  with  a disabling  visual 
impairment  with  eyeglasses  specifically  designed  to  enable  the  individual  to  use  the  office 
computer  monitors,  but  that  are  not  otherv^dse  needed  by  the  individual  outside  of  the  office. 
Further,  with  regard  to  job  restructuring,  an  employer  is  not  required  to  reallocate  essential 
functions;  however,  an  employer  may  be  required  to  restructure  a job  by  reallocating  or 
redistributing  nonessential,  marginal  job  functions. 

C.  WHEN  A REASON.ABLE  ACCOMMODATION  DOES  NOT  NEED  TO  BE 
PROVIDED:  LnVDUE  ELVRDSHIP  AND  DIRECT  THREAT 

An  employer  is  not  required  to  provide  a reasonable  accommodation  that  will  impose  an 
“undue  hardship”  (i.e.,  that  would  be  unduly  costly,  extensive,  substantial,  or  disruptive,  or  that 
would  fundamentally  alter  the  nature  or  operation  of  the  business)  or  would  result  in  a “direct 
threat”  to  the  individual  with  a disability  or  others.  The  employer  is  responsible  for 
demonstrating  that  either  of  these  exceptions  is  applicable. 

a.  Undue  Hardship 

The  followdng  factors  should  be  considered  in  determining  whether  an  accommodation 
would  impose  an  undue  hardship  on  an  employer: 

(i)  the  nature  and  cost  of  the  accommodation,  taking  into  consideration  the  availability 
of  tax  credits  and  deductions,  and/or  outside  funding; 

(ii)  the  overall  financial  resources  of  the  facility  or  facilities  involved,  the  number  of 
persons  employed  at  the  facility,  and  the  effect  on  expenses  and  resources; 

(iii)  the  overall  financial  resources  of  the  employer,  the  overall  size  of  its  business  with 
respect  to  the  number  of  its  employees,  and  the  number,  type  and  location  of  its 
facilities; 

(iv)  the  employer’s  type  of  operation,  including  the  composition,  structure  and  functions 
of  the  work  face,  and  the  geographic  separateness  and  administrative  or  fiscal 
relationship  of  the  facility  or  facilities  in  question  to  the  employer;  and 

(v)  the  impact  of  the  accommodation  upon  the  operation  of  the  facility,  including  the 
impact  on  the  ability  of  other  employees  to  perform  their  duties  and  the  impact  on 
the  facility’s  ability  to  conduct  business. 

42  use  12111  (id);  29  CFR  1630.2  (p). 
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b. 


Direct  Threat 


.All  employer  may  require,  as  a qualification  standard,  that  an  individual  not  pose  a direct 
threat  to  the  health  or  safety  of  herself/himself  or  others.  Like  any  other  qualification  standard, 
such  a standard  must  apply  to  all  applicants  or  employees  and  not  just  to  individuals  with 
disabilities.  If,  however,  an  individual  poses  a direct  threat  as  a result  of  a disability,  the 
employer  must  determine  whether  a reasonable  accommodation  would  either  eliminate  the  risk 
or  reduce  it  to  an  acceptable  level.  If  no  accommodation  exists  that  would  either  eliminate  or 
reduce  the  risk,  the  employer  may  refuse  to  hire  an  applicant  or  may  discharge  an  employee  who 
poses  a direct  threat.  Tbe  risk  sought  to  be  avoided  must  be  substantial  and  may  not  be  based  on 
subjective  perceptions,  irrational  fears,  patronizing  attitudes  or  stereotypes  about  the  nature  or 
effect  of  a particular  disability,  or  of  disability  generally.  42  USC  12111  (3);  29  CFR  1630.2  (r). 

“Direct  threat”  means  a significant  risk  of  substantial  harm  to  the  health  or  safety  of  the 
individual  or  others  that  cannot  be  eliminated  or  reduced  by  reasonable  accommodation.  The 
determination  that  an  individual  poses  a ‘direct  threat’  shall  be  based  on  an  individualized 
assessment  of  the  individual’s  present  ability  to  safely  perform  the  essential  functions  of  the  job. 
The  assessment  shall  be  based  on  a reasonable  judgment  that  relies  on  the  most  current  medical 
knowledge  and/or  on  the  best  available  objective  evidence.  The  use  or  non-use  of  mitigating 
measures,  and  any  consequences  thereof,  including  any  ameliorative  and  non-ameliorative 
effects,  may  be  relevant  in  determining  whether  the  individual  is  qualified  or  poses  a direct  threat 
to  safety.  29  CFR  1630.2  (j)  (1)  (vi).  In  determining  whether  an  individual  would  pose  a direct 
threat,  the  factors  to  be  considered  include; 

(i)  the  duration  of  the  risk; 

(ii)  the  nature  and  severity  of  the  potential  harm; 

(iii)  the  likelihood  that  the  potential  harm  will  occur;  and 

(iv)  the  imminence  of  the  potential  harm. 

29  CFR  1630.2  (r) 

IV.  QUALIFICATION  STANDARDS  AND  TESTS 

The  ADA  does  not  preclude  an  employer  from  defining  qualification  standards  and 
criteria  for  a particular  position  (see  preceding  “Direct  Threaf ’).  However,  employers  must  be 
cautious  about  the  use  of  selection  criteria  that  may  have  the  effect  of  discriminating  or  result  in 
a disparate  impact  against  individuals  with  disabilities.  If  an  individual  vshth  a disability  is  not 
selected  due  to  the  inability  to  perform  essential  job  functions,  those  functions  must  directly 
correlate  with  the  existing  job  requirements.  The  employer  must  be  able  to  demonstrate  that  the 
criteria  are  job-related  for  the  position  in  question  and  consistent  with  business  necessity.  29 
CFR  1630.10. 

Although  employers  are  not  required  to  develop  or  maintain  job  descriptions,  v^Titten  job 
descriptions  prepared  before  advertising  or  interviewing  applicants  for  the  job,  as  well  as  the 
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employer's  judgment  as  to  what  functions  are  essential,  are  among  the  relevant  evidence  to  be 
considered  in  determining  whether  a particular  function  is  essential.  42  USC  12111  (8). 

Further,  an  employer  may  not  do  through  a contractual  or  other  relationship  what  it  is 
prohibited  from  doing  directly.  42  USC  121 12  (b)  (2).  An  employer  whose  employees  provide 
services  to  others  and  an  employer  whose  employees  receive  services  must  ensure  that  these 
employees  are  not  discriminated  against  on  the  basis  of  disability.  29  CFR  1630.6.  For  example, 
an  employer  contracting  with  a company  to  provide  training  to  its  employees  is  responsible  for 
ensuring  that  such  training  is  held  at  an  accessible  location. 

a.  Requirement  of  Job-Relatedness 

It  is  unlawful  for  an  employer  to  use  qualification  standards,  emplo)Tnent  tests  or  other 
selection  criteria  that  screen  out  or  tend  to  screen  out  an  individual  with  a disability  or  a class  of 
individuals  with  disabilities,  on  the  basis  of  disability,  unless  the  standard,  test  or  other  selection 
criteria,  as  used  by  the  employer,  is  shown  to  be  job-related  for  the  position  in  question  and 
consistent  with  business  necessity.  42  USC  12112  (b)  (6);  29  CFR  1630.10  (a). 

Individuals  with  disabilities  may  not  be  excluded  from  jobs  that  they  can  actually 
perform  merely  because  a disability'  prevents  them  from  taking  a test,  or  negatively  influences 
the  results  of  a test,  that  is  a prerequisite  to  the  job.  Emplo)Tnent  tests  must  be  administered  to 
eligible  applicants  or  employees  with  disabilities  that  impair  sensor}^,  manual,  or  speaking  skills 
in  fonnats  that  do  not  require  the  use  of  the  impaired  skill.  However,  employment  tests  that 
require  the  use  of  sensor)',  manual,  or  speaking  skills  may  be  used  where  the  tests  are  intended  to 
measure  those  skills  and  the  tested  skill  is  necessary  to  perform  an  essential  function  of  the 
position  and  no  reasonable  accommodation  is  available  to  enable  the  individual  to  perform  that 
function.  For  example,  an  employer  could  require  that  an  applicant  with  dyslexia  take  a vvritten 
test  for  a particular  position  if  the  ability  to  read  is  the  skill  the  test  is  designed  to  measure.  42 
USC  12112  (b)  (7);  29  CFR  1630.1  1. 

b.  Accommodation  limited  to  known  disabilities 

The  employer  is  generally  only  required  to  provide  a reasonable  accommodation  for  an 
employment  test  if  the  employer  knows,  prior  to  the  administration  of  the  test,  that  the  individual 
is  disabled  and  that  the  disability  impairs  sensory,  manual  or  speaking  skills.  29  CFR  1630.1  1. 

A reasonable  accommodation  may  include  administering  the  test  in  an  alternative  format  (e.g., 
oral,  VvTitten,  braille,  large  print,  reader  or  sign  interpreter)  or  testing  the  skill  in  another  manner 
(e.g.  through  an  inten'iew,  or  through  education  or  work  experience  requirements). 

c.  Prohibited  inquiries 

It  is  generally  unlawful  for  an  employer  to  make  inquiries  as  to  whether  a job  applicant  or 
an  employee  is  an  indi\'idual  with  a disability’  or  as  to  the  nature  or  severity  of  such  disability'.  42 
USC  121 12  (d)  (2);  29  CFR  1630.13.  However,  an  employer  may  make  pre-employment 
inquiries  into  the  ability  of  an  applicant  to  perform  job-related  functions,  and/or  may  ask  an 
applicant  to  de.scribe  or  to  demonstrate  how,  with  or  without  reasonable  accommodation,  the 


applicant  be  able  to  perform  job-related  functions.  29  CFR  1630.14(a)  Such  an  inquiry 
must  be  narrowly  tailored  and  should  be  made  of  all  applicants.  An  employer  may  not  ask  an 
indi^’idual  wth  a disability  how  often  the  individual  will  require  leave  for  treatment  or  use  leave 
as  a result  of  incapacitation.  However,  the  employer  may  state  the  attendance  requirements  of 
the  job  and  inquire  whether  the  applicant  can  meet  them. 

An  employer  may  make  inquiries  into  the  ability  of  a current  employee  to  continue  to 
perform  job-related  functions;  however,  any  such  information  must  be  maintained  on  separate 
forms  and  in  separate  medical  files  that  are  treated  as  confidential.  The  information  may  be 
shared,  as  needed,  with  supervisors,  managers,  and  first  aid  and  safety  personnel.  29  CFR 
1630.14(c). 

V.  CREATION  OF  REASONABLE  ACCOMMODATION  COMMITTEE  (RAC) 

A.  PURPOSE 

The  purpose  of  the  RAC  is  to  effectively  implement  this  policy.  The  membership  of  the 
RAC  will  be  determined  by  the  Auditor  General;  however,  the  membership  shall  at  all  times 
include  the  ADA  Coordinator. 

B.  DUTIES 

1 . The  RAC  will  provide  technical  assistance  to  Office  applicants  and  employees  on 
technology,  the  ADA,  Title  V of  the  Rehabilitation  Act,  accessibility  standards  and  employee 
relations  regarding  requests  or  potential  requests. 

2.  The  RAC  will  maintain  documentation  regarding  reasonable  accommodation  requests 
in  order  to : 


a.  provide  appropriate  budget  information  and  projected  cost  analysis  for  future 
budget  cycles; 

b.  lend  consistency  to  the  system  of  the  provision  of  accommodations  and  ensure 
nondiscrimination  in  the  treatment  of  applicants  and  employees; 

c.  ensure  that  requests  are  processed  and  approved  accommodations  are 
provided  in  a timely  manner;  and 

d.  provide  reports  on  accommodations  and  costs  to  regulatory  bodies. 

3.  Upon  request,  the  RAC  shall  provide  periodic  reports,  including  the  above 
documentation,  to  the  Auditor  General.  All  reports  shall  be  developed  in  a manner  which 
protects  the  confidentiality  of  the  applicant  or  employee. 

\T.  PROCEDURES  FOR  PROCESSEVG  REQUESTS  FOR  REASONABLE 
ACCOMMODATIONS  - EMPLO^DES 
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1 . The  appropriate  reasonable  accommodation  is  best  determined  through  a flexible 
interactive  process  that  involves  both  the  employer  and  the  individual  with  a disability. 

2.  The  employee  may  request  the  reasonable  accommodation  on  a REASONABLE 
ACCOMMODATION  REQUEST  FOR  EMPLOYEES  form  (Appendix  A)  or  in  some  other 
writing  containing  the  same  type  of  information.  The  employee  is  responsible  for  adequately 
responding  to  all  questions  as  applicable  on  the  form.  Once  completed,  the  request  shall  be 
transmitted  to  the  ADA  Coordinator. 

If  additional  information  becomes  available,  the  employee  should  submit  it  in  writing  to 
the  ADA  Coordinator. 

Technical  assistance  in  accessing  the  accommodation  process  is  available  to  the 
employee  from  the  ADA  Coordinator  upon  request. 

3.  The  ADA  Coordinator  shall  make  a recommendation  regarding  the  employee’s 
request  within  ten  (10)  working  days  of  receipt,  and  then  send  the  request  and  recommendations 
to  the  RAC. 

4.  When  an  individual  with  a disability  who  is  qualified  has  requested  a reasonable 
accommodation  to  assist  in  the  performance  of  a job,  the  employer,  using  a problem  solving 
approach,  should: 

a.  Analyze  the  particular  job  involved  and  determine  its  purpose  and  essential  functions; 

b.  Consult  with  the  individual  with  a disability  to  ascertain  the  precise  job-related 
limitations  imposed  by  the  individual’s  disability  and  how  those  limitations  could  be 
overcome  wdth  a reasonable  accommodation; 

c.  In  consultation  with  the  individual  to  be  accommodated,  identify  potential 
accommodations  and  assess  the  effectiveness  each  would  have  in  enabling  the 
individual  to  perform  the  essential  functions  of  the  position;  and 

d.  Consider  the  preference  of  the  individual  to  be  accommodated  and  select  and 
implement  the  accommodation  that  is  most  appropriate  for  both  the  employee  and  the 
employer. 

In  many  instances,  the  appropriate  reasonable  accommodation  may  be  so  obvious  to 
either  or  both  the  employer  and  the  individual  with  a disability  who  is  qualified  that  it  may  not  be 
necessary  to  proceed  in  the  above  step-by-step  fashion. 

While  the  preference  of  the  individual  with  a disability  should  be  given  primar)' 
consideration,  the  employer  providing  the  accommodation  has  the  ultimate  discretion  to  choose 
between  effective  accommodations,  and  may  choose  the  accommodation  that  is  least  expensive 
or  easiest  to  provide. 
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5.  Within  ten  (10)  working  days  of  receipt  of  the  ADA  Coordinator's  recommendation, 
the  R-A.C  WIl  act  upon  the  request  and  report  recommendations  to  the  Auditor  General  or  his 
designee.  If  further  information  is  required  to  make  a recommendation,  the  employee  shall  be 
given  thirty  (30)  days  to  provide  such  additional  information  and  the  ten  (10)  working  days  time 
period  shall  begin  when  the  additional  information  is  received. 

6.  Within  ten  (10)  working  days  of  receipt  of  the  RAC  recommendation,  the  Auditor 
General  or  his  designee  shall  render  a decision  to  either  grant  or  deny  the  employee's 
accommodation  request.  The  ADA  Coordinator  will  be  responsible  for  informing  the  employee 
of  the  Auditor  General's  decision  in  writing,  as  well  as  communicating  with  Office  personnel 
who  will  be  responsible  for  implementing  any  approved  request. 

7.  The  time  limits  provided  may  be  extended  by  up  to  thirty  (30)  days  if  circumstances 
w’arrant  (e.g.,  absence  of  a person  needed  to  make  a determination,  additional  information 
required,  etc.). 

8.  If  the  employee  wishes  to  ask  the  Auditor  General  or  his  designee  to  reconsider  a 
decision  on  a reasonable  accommodation  request,  the  request  shall  be  addressed  to  the  Auditor 
General  or  his  designee  within  ten  (10)  working  days  of  notification  of  the  decision.  The  request 
shall  include  the  reasons  for  the  request  and,  if  appropriate,  an  alternative  suggestion  for  a 
reasonable  accommodation.  After  a complete  review  of  the  matter,  a decision  shall  be  made  and 
the  employee  will  be  notified.  The  Auditor  General's  decision  on  this  recommendation  shall 
constitute  the  final  internal  action  by  the  Office  on  the  accommodation  request. 

\TI.  PROCEDURES  FOR  PROCESSING  REQUESTS  FOR  REASONABLE 

ACCOMMODATIONS  - APPLICANTS 

.An  applicant  may  request  accommodation  in  order  to  access  Office  of  the  Auditor 
General  policy  procedures  by  completing  the  Reasonable  Accommodation  Request  for 
.Applicants  form  (.Appendix  B).  The  request  should  be  submitted  to  the  Auditor  General’s 
inteiw'iewing  officer  at  least  five  (5)  working  days  prior  to  the  event  necessitating  the 
accommodation. 

\TIL  IMPLEMENTATION  OF  APPROVED  REQUESTS 

1 . W'Tien  implementing  the  approved  request,  the  appropriate  supervisor  shall: 

a.  if  the  requested  accommodation  is  within  the  restructuring  or  modification 
category,  modify/restmcture  the  job  wnth  assistance  from  the  ADA  Coordinator. 
WTen  the  supervisor  and  employee  are  in  agreement,  the  supervisor  shall  provide 
the  accommodation;  or 

b.  if  the  requested  accommodation  is  of  a technological/accessibility  or  assistive  care 
nature,  the  appropriate  supendsor  will  coordinate  purchase  of  equipment  or 
devices  with  the  ADA  Coordinator. 
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2.  Additional  Procedures 


a.  for  accommodations  which  require  a new  professional  and  artistic  contract,  the 
appropriate  supervisor  shall  coordinate  the  purchase  of  such  sendees  with  the 
ADA  Coordinator;  and 

b.  for  all  technological/accessibility  accommodations  requiring  building/equipment 
modifications  or  purchase  of  equipment,  the  ADA  Coordinator  shall  contact  the 
appropriate  agencies  who  wdll  ensure  the  accommodation  is  provided  and  is  in 
compliance  with  state  purchasing  rules  and  accessibility  standards. 
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ACCOMMODATION  REQUEST  PROCEDURES  FOR  EMPLO^TEES 


The  follov^'ing  procedures  should  be  followed  in  processing  reasonable  accommodation  requests 

from  employees.  The  ADA  Coordinator  can  provide  guidance  and  assistance  on  the 

accommodation  process. 

1 . The  employee  shall  submit  a completed  reasonable  accommodation  request  form  (Appendix 
A)  or  other  wTitten  request  to  the  ADA  Coordinator.  The  employee  should  retain  a copy  of 
this  form. 

2.  Once  received,  the  ADA  Coordinator  will  review  the  request  form  for  completeness  and 
determine  whether  medical  documentation  is  needed  to  either  establish  the  presence  of  a 
disability  or  determine  an  appropriate  accommodation.  If  documentation  is  needed,  the  ADA 
Coordinator  should  narrowly  tailor  its  request  to  the  issues  of  whether  the  employee  has  a 
disability  under  the  law  and  how  he  or  she  can  be  accommodated.  The  employee  should  be 
asked  to  complete  a medical  release  form  (also  narrowly  tailored),  if  the  ADA  Coordinator 
has  additional  questions  upon  review  of  the  medical  documentation.  When  necessary,  the 
employee  should  be  asked  to  provide  documentation  to  address  these  issues. 

3.  The  ADA  Coordinator  will  review  the  form  and  supporting  documentation  and  make  a 
recommendation  to  the  Reasonable  Accommodation  Committee  (RAC)  within  ten  (10) 
working  days.  The  ADA  Coordinator  will  forward  his/her  recommendation,  along  with  the 
original  reasonable  accommodation  request  and  all  documentation  to  the  RAC. 

4.  The  Auditor  General  shall  determine  the  membership  of  the  RAC.  The  RAC,  within  ten  (10) 
working  days  of  receipt  of  the  ADA  Coordinator's  recommendation,  shall  review  the 
accommodation  request  and  submit  a recommendation  to  the  Auditor  General  for  approval  or 
denial. 

5.  The  Auditor  General  shall  review  the  RAC’s  recommendation  and  shall  render  a decision  to 
grant  or  deny  the  request  within  ten  (10)  working  days  of  receipt  from  the  RAC. 

6.  The  time  limits  may  be  extended  by  up  to  thirty  (30)  days  if  circumstances  warrant  (e.g., 
absence  of  a person  needed  to  make  a determination,  additional  information  required,  etc.). 

7.  The  ADA  Coordinator  shall  inform  the  employee  in  writing  of  the  agency’s  decision  to  grant 
or  deny  the  request.  A copy  of  the  response  will  also  be  sent  to  Office  personnel  who  will  be 
responsible  for  implementing  any  approved  requests. 

8.  Approved  accommodation  requests  shall  be  implemented  as  soon  as  possible.  The  agency 
may  offer  alternative  suggestions  providing  an  equally  effective  accommodation  to  remove 
the  workplace  barrier  in  question. 

9.  Reconsideration:  If  an  employee  wishes  to  ask  the  Auditor  General  to  reconsider  a decision 
on  a reasonable  accommodation  request,  a written  request  shall  be  addressed  to  the  Auditor 
General  within  ten  (10)  working  days  of  notification  of  the  decision.  The  reconsideration 
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request  shall  include  the  reasons  that  a reconsideration  is  being  requested  and,  if  appropriate, 
alternative  suggestions  for  reasonable  accommodation.  After  a complete  review  of  the 
matter,  a decision  shall  be  made  and  the  employee  will  be  notified.  The  Auditor  General's 
decision  on  this  recommendation  shall  constitute  the  final  internal  action  by  the  Office  on  the 
accommodation  request. 

10.  An  employee  who  has  been  denied  accommodation  has  the  right  to  file  a complaint  at  the 
state  level  with  the  Illinois  Department  of  Human  Rights  (DHR).  An  employee  may  also 
have  the  right  to  file  a complaint  with  the  U.S.  Equal  Employment  Opportunity  Commission 
(EEOC).  The  employee  is  responsible  for  complying  with  any  deadlines  for  submitting 
complaints  to  DHR  or  the  EEOC. 

1 1.  The  .ADA  Coordinator  shall  document  any  action  taken  on  a reasonable  accommodation 
request  and  retain  the  request  and  response  in  a separate  file  for  at  least  three  years  following 
final  action  in  the  matter. 
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Auditor  General's  Office 

Reasonable  Accommodation  Request  for  Employees  (Appendix  A) 

Pursuant  to  the  requirements  of  state  and  federal  laws,  an  employee  with  a disability  who  is  qualified  has  the  right  to 
request  reasonable  accommodation  in  conjunction  with  his  or  her  emplo>Tnent.  Reasonable  accommodation  means 
a modification  to  application  procedures,  access  to  work  site,  and  adjustment  to  the  work  process  or  work  schedule 
that  would  enable  a person  with  a disability  to  perform  a particular  job.  Employers  are  not  required  to  provide 
accommodations  that  would  impose  undue  hardship  on  their  operations.  Completed  accommodation  request  forms 
should  be  submitted  to  the  ADA  Coordinator.  The  ADA  Coordinator  can  respond  to  questions  about  the 
accommodation  process. 


Name 


Functional  Limitations 


Job  Title 


Division 


Telephone  Number 


SPECIFY  TYPE  OF  ACCOMMODATION  NEEDED  AND  PROVIDE  A DETAILED  DESCRIPTION  OF  THE 
ITEM  REQUESTED  - PLEASE  BE  SPECIFIC 

□ Purchase  or  modification  of  equipment  or  devices 


□ Job  restructuring  or  task  modification 


□ Provision  of  reader,  sign  language  interpreter  or  personal  assistant 


□ Structural  modification  to  work  site  or  facility 


□ Modification  of  work  schedule  or  leave  policy 


□ Modification  of  examinations,  training  materials  or  personal  assistant 


□ Reassignment  to  vacant  position 


□ Other 


Narrative  Explanation 

Describe  how  your  functional  limitation  interferes  with  performance  of  a particular  duty  or  participation  in  an  OAG 
activity.  Explain  how'  the  requested  accommodation  would  be  used  to  enhance  job  performance  or  would  allow  you 
to  participate  in  an  OAG  activity.  (Use  additional  sheets  if  necessary.) 


Employee’s  Signature 

Date 

RAC  Recommendation 

(RAC’s  initials  ) 

□ Grant 

□ Deny 

□ 

Date 

Auditor  General’s  Final  Action 
(AG’s  initials  ) 

□ Grant 

□ Deny 

□ 

Date 
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ACCOMMODATION  REQUEST  PROCEDURES  FOR  APPLICANTS 


An  applicant  wth  a disability  who  is  qualified  has  the  right  to  request  reasonable 
accommodation  under  the  law.  Applicants  may  request  accommodation  to  any  stage  of  the 
application  process,  including  the  employment  application,  examination  procedure  or 
interviewing  process.  Once  an  individual  with  a disability  who  is  qualified  has  been  hired,  he  or 
she  has  the  right  to  request  accommodation  to  the  work  site,  work  schedule  or  work  process  that 
would  enable  him  or  her  to  perform  the  job  in  question.  Procedures  for  applicants  to  follow  in 
making  an  accommodation  request  are  listed  below.  The  agency’s  intendewing  officer  and/or 
ADA  Coordinator  can  provide  additional  information  about  the  accommodation  process. 

Procedures: 

1 . Applicants  may  request  accommodations  to  the  application  process  orally  or  in  writing 
(either  through  correspondence  or  the  use  of  the  accommodation  request  form  for  applicants 
(Appendix  B).  If  the  request  is  made  orally  or  through  vvTitten  correspondence,  the  ADA 
Coordinator  will  complete  accommodation  request  forms  in  the  matter  for  purposes  of 
proeessing  and  documenting  the  request.  Requests  should  be  submitted  at  least  five  (5) 
working  days  prior  to  the  event  necessitating  the  accommodation. 

2.  Applicants  shall  submit  accommodation  requests  to  the  interviewing  officer.  The 
interviewing  officer  should  provide  a copy  of  the  form  to  the  ADA  Coordinator.  In  cases 
where  the  ADA  Coordinator  completes  the  form  for  the  applicant,  the  ADA  Coordinator 
shall  submit  a copy  of  the  completed  forms  to  the  interviewing  officer. 

3.  A response  to  the  request  will  be  provided  to  the  applicant  within  five  (5)  working  days 
following  receipt  of  the  request  by  the  interviewing  officer. 

4.  It  is  within  the  bounds  of  the  authority  of  the  interviewing  officer  to  grant  the  request  if  he  or 
she  believes  it  to  be  reasonable.  Information  regarding  the  type  of  accommodation  provided 
will  be  sent  to  the  ADA  Coordinator  for  record  keeping  purposes. 

5.  If  the  agency  denies  the  request,  the  applicant  has  the  right  to  file  an  internal  complaint  with 
the  ADA  Coordinator  and/or  external  complaint  with  the  Illinois  Department  of  Human 
Rights  \\dthin  1 80  days  of  the  denial.  An  applicant  may  also  have  the  right  to  file  a 
complaint  with  the  U.S.  Equal  Employment  Opportunity  Commission  (EEOC). 
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Auditor  General's  Ofilee 

Reasonable  Accommodation  Request  for  Applicants  (Appendix  B) 

Pursuant  to  the  requirements  of  state  and  federal  laws,  an  individual  with  a disability  who  is  qualified  has 
the  right  to  request  reasonable  accommodation  in  conjunction  with  his  or  her  application  for  employment. 
Reasonable  accommodation  includes  a modification  to  the  application  procedure,  the  inteiyiew  process  or 
a test  procedure  or  access  to  the  work  site.  Employers  are  not  required  to  provide  accommodations  that 
would  impose  undue  hardship  on  their  operations.  Completed  accommodation  request  forms  should  be 
submitted  to  the  intendewing  officer.  The  interviewing  officer  and/or  the  agency’s  ADA  Coordinator  can 
respond  to  questions  about  the  accommodation  process. 


Name: 

Telephone: 

Home  Address: 

E-mail: 



Functional  Limitations: 

Type  of  Accommodation  Needed 

□ Sign  language  Interpreter  for  the  Employment  Interview 

□ Reader  Service 

□ Accessible  Interviewing  Site 

□ Re-formatting  of  Examinations  for  Applicants  with  Learning  Disabilities 

□ Examination  Markers  for  Applicants  with  Limited  Manual  Dexterity 

□ Other  (indicate  type  of  accommodation  needed)  

Narrative  Explanation 

Describe  how  your  functional  limitation  interferes  with  a portion  of  the  pre-employment  process,  e.g., 
applying,  testing  or  interviewing.  Explain  how  the  requested  accommodation  would  be  used  to  enable 
you  to  complete  the  application  process.  (Use  additional  sheet  if  necessary.) 


Applicant’s  Signature: 


Date: 


Agency  Action 

Interviewing  Officer’s  Determination  □ Grant  □ Deny 

Remarks  (If  denied,  provide  explanation) 


Signature: 


Final  Agency  Approval 
Date: 
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PART  III 


ACCESS  TO  PROGRAMS,  SERVICES  AND  ACTIVITIES 


GRIEV.AJVCE  PROCEDURE 

ACCESS  TO  PROGR-\MS,  SERVICES,  AND  ACTIVITIES  OF  THE 
AUDITOR  GENEIUAL'S  OFFICE 


The  following  grievance  procedure,  codified  at  4 Ill.Admin.Code  Part  1125,  is  established  to 
meet  the  requirements  of  the  .Americans  with  Disabilities  Act  of  1990  ("ADA"),  as  amended  by 
the  .ADA  Amendments  .Act  of  2008  (.AD AAA).  It  may  be  used  by  anyone  who  wishes  to  file  a 
complaint  alleging  discrimination  on  the  basis  of  disability  in  the  provision  of  services,  activities, 
programs,  or  benefits  by  the  Auditor  General's  Office. 

Submitting  a Complaint:  The  complaint  should  be  in  writing  and  contain  information  about  the 
alleged  discrimination  such  as:  name,  address,  phone  number  of  complainant;  and  location,  date, 
and  description  of  the  problem.  Alternative  means  of  filing  complaints,  such  as  personal 
interviews  or  a tape  recording  of  the  complaint,  will  be  made  available  for  persons  with 
disabilities  upon  request.  No  specific  form  is  required  for  filing  a complaint  under  this  Part. 

The  complaint  should  be  submitted  by  the  grievant  or  designee  as  soon  as  possible  but  no  later 
than  180  days  after  the  alleged  violation  to:  Roberta  Pape,  ADA  Coordinator,  Auditor  General's 
Office,  740  E.  Ash  St.,  Springfield,  IL  62703,  217/782-6046  (phone),  888/261-2887  (TTY),  217- 
785-8222  (facsimile). 

Response  to  Complaint:  The  ADA  Coordinator  or  designee  will  review  the  complaint  and,  if 
additional  information  is  needed,  discuss  it  with  the  complainant.  Within  1 0 business  days  after 
receipt  of  the  complaint,  the  ADA  Coordinator  will  respond  in  writing  to  the  complainant.  Upon 
request,  the  response  will  be  made  in  an  accessible  format,  such  as  large  print,  Braille,  or  audio 
tape.  The  response  will  explain  the  position  of  the  Auditor  General's  Office  and  offer  options  for 
resolution  of  the  complaint.  The  time  limit  may  be  extended  by  the  ADA  Coordinator  by  written 
notification  to  the  complainant  within  the  original  10  business  day  period. 

Appeal:  If  the  response  by  the  ADA  Coordinator  does  not  satisfactorily  resolve  the  issue,  the 
complainant  may  appeal  the  decision  to  the  Auditor  General  within  1 0 days  after  receipt  of  the 
ADA  Coordinator's  response  by  submitting  the  following  documents:  the  original  grievance;  the 
.ADA  Coordinator's  response;  and  a short  written  statement  explaining  the  reason(s)  for 
dissatisfaction  with  the  ADA  Coordinator's  written  response.  Upon  complainant's  request,  the 
time  frame  for  submitting  the  appeal  request  will  be  extended  by  up  to  10  additional  days. 

Response  to  Appeal:  The  Auditor  General  will  appoint  a 3 member  Review  Panel  to  review  the 
grievance.  The  ADA  Coordinator  may  not  be  a member  of  the  Review  Panel.  The  complainant 
may  appear  before  the  Review  Panel.  The  Review  Panel  shall  approve,  disapprove,  or  modify 
the  recommendation  of  the  ADA  Coordinator  within  30  days.  The  Review  Panel's  final  decision 
shall  be  rendered  in  writing  and  provided  to  the  complainant  in  an  accessible  format. 

Recordkeeping:  All  written  complaints  received  by  the  ADA  Coordinator  or  designee,  appeals 
to  the  .Auditor  General,  and  responses  will  be  retained  by  the  Auditor  General's  Office  for  at  least 
three  years. 
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Joint  Committee  on  Administrative  Ruies 

ADMINISTRATIVE  CODE 


TITLE  4:  DISCRIMINATION  PROCEDURES 
CHAPTER  XLII:  AUDITOR  GENERAL 

PART  1125  AMERICANS  WITH  DISABILITIES  ACT  GRIEVANCE  PROCEDURE 


The  General  Assembly's  Illinois  Administrative  Code  database  includes  only  those  rulemakings 
that  have  been  permanently  adopted.  This  menu  will  point  out  the  Sections  on  w'hich  an  emergency 
rule  (valid  for  a maximum  of  150  days,  usually  until  replaced  by  a peimanent  rulemaking)  exists. 
The  emergency  rulemaking  is  linked  tlirough  the  notation  that  follow^s  tlie  Section  heading  in  the 
menu. 


• Section  1 125.10  Purpose 

• Section  1 125.20  Definitions 

• Section  1 125.30  Procedure 

• Section  1 125.40  Review  at  the  ADA  Coordinator  Level 

• Section  1 125.50  Review  at  the  Final  Level 

• Section  1 125.60  Accessibility  Policy 

• Section  1 125.70  Case-bv-Case  Resolution 


AUTHORITY:  Implementing  Title  II,  Subtitle  A,  of  the  Americans  With  Disabilities  Act  of  1990 
(42  U.S.C.  12131  - 12134),  and  the  regulations  promulgated  thereunder  (28  CFR  35.107),  and 
authorized  by  Section  2- 12(a)  of  the  Illinois  State  Auditing  Act  (111.  Rev.  Stat.  1991,  ch.  15,  par. 
302-12(a))  [30  ILCS  5/2-12(a)]. 

SOURCE:  Adopted  at  17  111.  Reg.  1 1435,  effective  July  8,  1993;  amended  at  33  111.  Reg.  5371, 
effective  April  6,  2009. 
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SECTION  1125.10  PURPOSE 


Section  1125.10  Purpose 

a)  The  Americans  With  Disabilities  Act  Grievance  Procedure  (Procedure)  is 
established  pursuant  to  the  Americans  With  Disabilities  Act  of  1990  (42  USC  12101 
et  seq.)  (ADA),  and  specifically  section  35.107  of  the  Title  II  regulations  (28  CFR 
35),  requiring  that  a grievance  procedure  be  established  to  resolve  grievances 
asserted  by  qualified  individuals  with  disabilities.  Should  any  individual  desire  to 
review  the  ADA  or  its  regulations  to  understand  the  rights,  privileges  and  remedies 
afforded  by  it,  please  contact  the  ADA  Coordinator. 

b)  In  general,  the  ADA  requires  that  each  program,  service  and  activity  offered  by  The 
Office  of  the  Auditor  General  (Office),  when  viewed  in  its  entirety,  be  readily 
accessible  to  and  usable  by  qualified  individuals  with  disabilities. 

c)  It  is  the  intent  of  the  Office  to  foster  open  communication  with  all  individuals 
requesting  ready  access  to  programs,  services  and  activities.  The  Office  encourages 
directors  of  programs,  services  and  activities  to  respond  to  requests  for 
modifications  before  they  become  grievances. 

(Source:  Amended  at  33  111.  Reg.  5371,  effective  April  6,  2009) 
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Section  1125.20  Definitions 

"Complainant"  is  an  individual  with  a disability  who  files  a grievance  form 
provided  by  the  Office  in  accordance  with  this  Part. 

"ADA  Coordinator"  is  the  person  appointed  by  the  Auditor  General  to  coordinate 
the  Office's  efforts  to  comply  with  and  carry  out  its  responsibilities  under  Title  II  of 
the  ADA,  including  the  investigation  of  grievances  filed  by  complainants.  The 
ADA  Coordinator  may  be  contacted  at  the  Office  of  the  Auditor  General,  740  E. 
Ash  Street,  Springfield,  Illinois  62703  or  by  telephone  at  217/782-6046  (voice), 
888/261-2887  (TTY). 

"Disability"  means,  with  respect  to  an  individual,  a physical  or  mental  impairment 
that  substantially  limits  one  or  more  of  the  major  life  activities  of  an  individual;  a 
record  of  such  impairment;  or  being  regarded  as  having  such  an  impairment. 

"Grievance"  is  any  complaint  under  the  ADA  that  is  reduced  to  writing  by  an 
individual  with  a disability  who  meets  the  essential  eligibility  requirements  for 
participation  in  or  receipt  of  the  benefits  of  a program,  activity  or  service  offered  by 
the  Office,  and  who  believes  she  or  he  has  been  excluded  from  participation  in  or 
denied  the  benefits  of  any  program,  seiodce  or  activity'  of  the  Office  or  has  been 
subject  to  discrimination  by  the  Office  on  the  basis  of  her  or  his  disability. 

"Office"  means  the  Office  of  the  Auditor  General. 

"Qualified  individual  with  a disability"  means  an  individual  with  a disability  who, 
with  or  without  reasonable  modifications  to  rules,  policies,  or  practices,  the  removal 
of  architectural,  communication,  or  transportation  barriers,  or  the  pro\’ision  of 
auxiliary  aids  and  services,  meets  the  essential  eligibility  requirements  for  the 
receipt  of  services  or  the  participation  in  programs  or  activities  provided  by  the 
Office. 

(Source;  Amended  at  33  111.  Reg.  5371,  effective  April  6,  2009) 
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Section  1125.30  Procedure 


a) 


b) 


c) 


d) 


Grievances  must  be  submitted  through  the  channels  defined  below  m *e  fo™  and 
ma^eTdescTibed.  and  within  the  specified  t.me  limits.  It  is  muhially  des.rable  and 
beneficial  that  grievances  be  satisfactorily  resolved  in  a prompt  manner.  Tim 
hmits  established  in  this  procedure  are  in  calendar  days,  unless  otherwise  stated, 
may  he  extended  by  mutual  agreement  in  writing  by  the  complainant  and  the 
reviewer  at  the  ADA  Coordinator  and  Final  Levels. 

A complainant's  failure  to  submit  a grievance,  or  to  submit  or  apeal  it  to  the  next 
level  of  Ucrfttte  within  the  specified  time  limits,  shall  mean  that  *e  cornpla^ 
has  withdraw  the  grievance  or  has  accepted  the  last  response  given  by  the  Office. 

IJnon  beinv  informed  by  an  individual  that  the  individual  desires  m file  a formal 
grllvance!lhe  Office  shall  provide  the  individual  with  a copy  of  this  procedure  and 

the  grievance  form. 

A complainant  may  use  the  assistance  of  an  advocate  in  any  stage  of  the  grievance 
procedure. 


(Source:  Amended  at  33  111.  Reg.  5371,  effective  April  6,  2009) 
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Section  1125.40  Review  at  the  ADA  Coordinator  Level 

a)  If  an  individual  desires  to  file  a formal  written  grievance,  the  individual  shall 
promptly,  but  no  later  than  1 80  days  after  the  alleged  discrimination,  submit  the 
grievance  to  the  ADA  Coordinator  in  writing  on  the  prescribed  grievance  form.  The 
grievance  form  must  be  completed  in  full  in  order  to  receive  proper  consideration  by 
the  ADA  Coordinator. 

b)  Upon  request,  assistance  shall  be  provided  by  the  Office  to  complete  the  grievance 
form. 

c)  The  ADA  Coordinator,  or  her  or  his  representative,  shall  investigate  the  grievance 
and  shall  make  reasonable  efforts  to  resolve  it.  The  ADA  Coordinator  shall  provide 
a written  response  to  the  Complainant  and  the  Auditor  General  within  1 0 business 
days  after  receipt  of  the  grievance  form. 

(Source:  Amended  at  33  111.  Reg.  5371,  effective  April  6,  2009) 
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Section  1125.50  Review  at  the  Final  Level 

a)  If  the  grievance  has  not  been  resolved  at  the  ADA  Coordinator  Level  to  the 
satisfaction  of  the  complainant,  the  complainant  may  submit  a copy  of  the  grievance 
form  and  the  ADA  Coordinator's  response  to  the  Auditor  General  for  final  review 
within  1 0 days  after  receipt  of  the  ADA  Coordinator's  written  response.  The  ADA 
Coordinator's  witten  response  is  deemed  received  by  complainant  5 business  days 
after  mailing.  The  complainant  shall  submit  these  documents  to  the  Auditor 
General,  together  with  a short  written  statement  explaining  the  reasons  for 
dissatisfaction  with  the  ADA  Coordinator's  written  response.  The  Auditor  General 
will  exhend  the  period  for  submitting  the  review  request  and  supporting  documents 
for  up  to  10  additional  days  upon  complainant's  request. 

b)  The  Auditor  General  shall  appoint  a 3 member  panel  to  review  the  grievance  at  the 
Final  Level  (the  Review  Panel).  One  member  so  appointed  shall  be  designated 
chairperson.  The  ADA  Coordinator,  or  any  representative  of  the  ADA  Coordinator, 
who  conducted  the  investigation  at  the  ADA  Coordinator  Level,  may  not  be  a 
member  of  the  Review  Panel. 

c)  The  complainant  shall  be  afforded  an  opportunity  to  appear  before  the  Review 
Panel.  The  Review  Panel  shall  review  the  ADA  Coordinator's  written  response  and 
may  conduct  interviews  and  seek  advice  as  it  deems  appropriate. 

d)  The  Review  Panel  shall  approve,  disapprove  or  modify  the  recommendation  of  the 
ADA  Coordinator,  shall  render  a decision  on  the  recommendation  in  v^Titing  within 
30  days,  shall  state  the  basis  of  the  decision,  and  shall  cause  a copy  of  the  decision 
to  be  served  on  the  parties.  The  Review  Panel's  decision  shall  be  final.  If  the 
Review  Panel  disapproves  or  modifies  the  ADA  Coordinator's  recommendations, 
the  Review  Panel  shall  include  written  reasons  for  disapproval  or  modification. 

e)  The  grievance  form,  the  ADA  Coordinator's  response,  the  statement  of  reasons  for 
dissatisfaction,  and  the  decision  of  the  Review  Panel  shall  be  maintained  in 
accordance  with  the  State  Records  Act  [5  ILCS  160],  or  as  otherwise  required  by 
law. 

(Source:  Amended  at  33  111.  Reg.  5371 , effective  April  6,  2009) 
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Section  1125.60  Accessibility  Policy 

The  Office  shall  ensure  that  all  stages  of  the  grievance  procedures  are  readily  accessible  to  and 
usable  by  individuals  with  disabilities. 
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Section  1125.70  Case-by-Case  Resolution 

Each  grievance  involves  a unique  set  of  factors  that  includes  hut  is  not  limited  to;  the  specific 
nature  of  the  disability;  the  essential  eligibility  requirements,  the  benefits  to  be  derived  and  the 
nature  of  the  service,  program  or  activity  at  issue;  the  health  and  safety  of  others;  and  whether  or 
not  ari  accommodation  would  constitute  a fhndamental  alteration  to  the  program,  sendee  or  activity 
or  undue  hardship  on  the  Office.  Accordingly,  termination  of  a grievance  at  any  level,  whether 
through  the  grantmg  of  relief  or  otherwise,  shall  not  constitute  a precedent  on  which  any  other 
complamants  should  rely. 
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INTRODUCTION 


This  Emergency  Procedures  Manual  has  been  developed  for  your  safety  and  the  safety  of  others  in  the  event  of 
fire,  tornado,  medical  emergency,  hazardous  materials  incident,  earthquake  or  bomb  or  gun  threat. 

The  procedures  outlined  in  this  manual  are  to  be  followed  unless  otherwise  directed  by  Evacuation  Team  Leaders, 
police,  fire  or  other  public  safety  or  utility  officials. 

As  you  will  see,  many  of  the  procedures  are  similar,  regardless  of  the  type  of  emergency  or  disaster.  They  are  easily 
learned  and  could  save  your  life  and  the  lives  of  others  if  efficiently  implemented  and  followed. 


KEEP  THIS  MANUAL  AT  YOUR  DESK  FOR  QUICK  REFERENCE 


This  manual  has  also  been  developed  for  the  protection  of  visitors  who  might  be  present  in  the  building  at  the  time 
of  an  incident.  It  is  your  obligation  to  provide  the  necessary  leadership  during  a crisis  situation  to  ensure  their  safety. 


AREA  EVACUATION  TEAM  COORDINATORS/LEADERS 

Evacuation  Team  Leaders  are  responsible  for  exercising  leadership  in  providing  for  the  safety  of  employees  and 
visitors.  Failure  to  exercise  this  leadership  may  have  significant  consequences  in  terms  of  unnecessary  injury  or 
loss  of  life.  The  responsibility  continues  after  evacuation  until  the  emergency  is  terminated  and  the  "All  Clear"  signal 
is  given  by  authorities. 


EVACUATION  TEAM  COORDINATORS/LEADERS' 

The  Evacuation  Team  will  consist  of  "TEAM  COORDINATORS"  and  "TEAM  LEADERS".  Their  responsibilities  are 
as  follows: 

Team  Coordinators: 

The  Team  Coordinators  will  advise  all  Team  Leaders  that  an  evacuation  is  necessary.  During  and 
after  the  evacuation,  the  Team  Coordinators  will  be  responsible  for  reporting  to  any  and  all  emer- 
gency officials.  Any  problems  that  might  occur  during  the  evacuation  should  be  reported  directly 
to  the  Team  Coordinator  by  the  Team  Leader. 

Team  Leaders: 

During  an  evacuation,  the  Team  Leader  will  be  responsible  to  make  sure  their  assigned  group  of 
employees  have  evacuated  the  building  and  are  accounted  for  at  the  evacuation  location  outside 
the  building.  Staff  should  report  any  problems  that  might  occur  to  your  Team  Leader. 
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EVACUATION  TEAM  COORDINATORS/LEADERS: 


TEAM  COORDINATORS: 


ZONE 


TEAM  LEADER  BACK-UP  TEAM  LEADERS 


Red 

Blue 

Purple 

Orange 

Green 


WEATHER  BAND  RADIOS 

A "Weather  Alert"  Radio  will  be  stationed  at  the  Receptionist  Desk  which  will  assist  us  in  preparing  for  any  weather 
emergency  that  may  occur. 


VISITOR  EVACUATION 


In  conjunction  with  our  current  visitor  security  policy,  each  staff  member  is  responsible  for  the  safety  of  any 
individual  who  may  be  visiting  your  office  during  any  emergency  evacuation.  In  the  event  of  an  emergency,  each 
staff  member  will  report  any  visitors  to  your  Team  Leader. 


EVACUATION  ROUTES 


In  all  evacuation  situations,  you  are  to  use  the  evacuation  routes  indicated  for  your  area  (see  maps  at  end  of  this 
report).  Remain  calm  and  follow  the  instructions  of  your  team  leader.  Never  smoke  or  ignite  any  smoking  materials 
while  evacuating;  sparks  or  open  flame  may  potentially  cause  additional  hazards  such  as  fire  or  explosions. 


CALLING  911 

From  any  office  phone  you  must  dial  9-911. 
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BEFORE  AN  EMERGENCY 


1 . Become  thoroughly  familiar  with  the  contents  of  this  manual. 

2.  Memorize  the  evacuation  route  for  your  general  area. 

3.  Be  aware  of  all  the  situations  during  which  you  should  immediately  notify  9-911 . 

4.  Keep  this  manual  in  your  work  area  next  to  the  telephone  book  for  quick  reference. 

5.  Help  new  employees  become  familiar  with  emergency  procedures. 


DURING  AN  EMERGENCY 


1 . Follow  the  procedures  outlined  in  this  manual. 

2.  Assist  any  disabled  individuals. 

3.  Be  a leader.  Show  others  that  you  are  calm  and  confident. 

4.  Use  fire  extinguisher  only  if  safe  to  do  so. 

5.  During  an  evacuation,  proceed  to  the  southwest  corner  of  our  property.  (See 
Evacuation  Plan  at  the  end  of  this  report) 

6.  Team  Leaders  will  determine  if  any  staff  assigned  to  their  team  are  missing  and  make 
a report  to  your  Team  Coordinator. 
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FOILOWING  AN  EMERGENCY 


1 . Check  for  injuries;  first  yourself,  then  others. 

2.  If  necessary,  seek  medical  attention  for  yourself  and  others. 

3.  Following  an  evacuation,  do  not  re-enter  the  building  until  instructed  to  do  so  by  a 
team  coordinator  or  emergency  official. 

4.  If  you  detect  natural  gas  or  other  suspicious  odors,  notify  an  on-scene  emergency 
official  immediately. 

5.  Evaluate  your  response  to  the  emergency  and  the  effectiveness  of  this  manual. 
Recommend  changes  to  this  manual  if  necessary. 
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GENERAl  EVACUATION  PROCEDURES 


1 . Carefully  follow  directions  given  by  the  Evacuation  Team  Coordinators/Leaders  or 
emergency  officials. 

2.  Follow  the  evacuation  route  posted  for  your  particular  area.  (See  diagram  at  the  end 
of  this  report). 

3.  Do  not  run  or  panic.  Do  not  smoke. 

4.  Assist  anyone  who  is  disabled  or  slower-moving. 

5.  Be  a leader.  Show  others  that  you  are  calm  and  confident. 

6.  Once  outside,  proceed  to  the  southwest  corner  of  our  property. 

7.  Remain  in  the  designated  evacuation  area  until  instructed  otherwise  by  an  Evacuation 
Team  Coordinator  or  emergency  official. 


EVACUATION  TEAM  LEADERS  will  ensure  th 

1 . The  floor  is  cleared  of  visitors  and  employees. 

2.  Individuals  who  are  unaccounted  for  will  be  reported  to  an 

Evacuation  Team  Coordinator. 

3.  During  a Fire  Evacuation,  Team  Leaders  should  insure  that  all  office  doors  in  their 
area  are  closed. 
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FIRE 


IF  YOU  DETECT  A FIRE  THAT  CANNOT  BE  QUICKLY  EXTINGUISHED  BY  A CONVENIENT 
F§EXTMSHE| 

1.  Pull  one  of  the  fire  alarms  (locations  listed). 

2.  Call  an  Evacuation  Team  Coordinator  or  Evacuation  Team  Leader,  time  permitting. 

3.  Follow  fire  evacuation  procedures.  Then  follow  the  General  Evacuation  Instructions. 


If  you  activate  a fire  alarm  AND  DO  NOT  HEAR  THE  FIRE  WARNING  ALARM,  call  the  Springfield  Fire 
Department  at  9-911  and  provide  them  with  the  following  instructions: 

ADDRESS;  740  E.  Ash  (old  Eisner  grocery  store) 

LOCATION  OF  FIRE: 

TYPE  OF  FIRE;  (paper,  chemical,  etc) 

INJURIES; 

YOUR  NAME  AND  OFFICE  TELEPHONE  NUMBER; 
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HOW  TO  CORRECTIV  OSE  H 
EIRE  EXTiHGOISHER 

CORRECT,  EFFICIENT  USE  OF  A FIRE  EXTINGUISHER  MAY  PREVENT  A MAJOR  FIRE. 

BASIC  FIRE  EXTINGUISHER  OPERATION 

P - PULL  the  safety  pin  (using  a twist-pull  action). 

A - AIM  the  nozzle  at  the  base  of  the  fire. 

S - SQUEEZE  the  trigger  handle. 

S - SWEEP  slowly  from  side  to  side. 

Use  the  fire  extinguisher  only  on  small  fires,  i.e.  a burning  waste  basket.  The  fire  extinguisher  will  only  dis- 
charge for  20  to  30  seconds. 


WHILE  USING  A FIRE  EXTINGUISHER: 

Work  in  teams.  Have  someone  call  9-911  while  others  are  locating  additional  extinguishers. 

Stay  low  to  avoid  smoke  and  heat 

Keep  your  back  facing  an  exit  at  all  times. 

NOTE:  Never  re-hang  an  extinguisher  once  it  has  been  discharged,  even  if  only  for  a few  seconds.  Notify  an 
Evacuation  Team  Coordinator  to  have  the  extinguisher  refilled. 
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FIRE  EXTINGUISHERS 


FIRE  EXTINGUISHER  LOCATIONS 


•Receptionist  Area,  West  Wall  (outside  wall  of  HHhH  office) 
•Hallway  of  South  Door  Exit 

•Garage  (on  wall  to  left,  inside  doors  leaving  copy  room) 

•Hallway  between  Library  and  Cubicles 

•Hallway  of  Patio  Door  Exit 

•Inside  Exit  Door  of  Owners  Storage 

•Hallway  to  Owners  Storage 

•West  wall  of  Administrative  Copyroom 


TYPES  OF  FIRES  AND  FIRE  EXTINGUISHERS 


Fires  are  classed  according  to  the  type  of  combustible  material  involved. 

CLASS  A Fires  involving  ordinary  solid  combustibles,  such  as  paper,  wood,  cloth, 
rubber  and  plastics. 

CLASS  B Fires  involving  flammable  liquids,  such  as  gasoline,  naphtha,  acetone, 
greases  and  oils.  Also  flammable  gasses  like  methane  or  hydrogen. 

CLASS  C Fires  involving  electrical  equipment,  appliances  and  wiring.  The  use  of  non- 
conduction extinguishing  agents  protects  against  electrical  shock. 

All  fire  extinguisher  in  this  building  are  type  "ABC"  and  can  be  used  on  any  type  of  fire. 


FIRE  ALARM  PULL  STATIONS 


•Lobby  Entrance  (south  wall) 

•South  Door  Exit  (west  wall) 

•Garage  Door  Exit  (east  wall) 

•Patio  Door  Exit  (south  wall) 

•Owners  Storage  Exit  (east  wall) 

•Administrative  Area,  Back  Door  Exit  (south  wall) 


8 


HBEENIINGUISHEBlOCAnON 


TORNADO 


A TORNADO  WARNING  means  that  a tornado  has  been  detected  in  the  area  by  radar  or  by  trained  individuals. 

WHEN  YOU  ARE  WARNED  OF  AN  APPROACHING  TORNADO: 

1 . Walk  promptly  to  the  designated  area  of  the  building.  (See  maps  at  back  of  report) 

DO  NOT  EXIT  THE  BUILDING. 

2.  After  reaching  the  designated  area,  line  up.  Stay  clear  of  windows. 

3.  Sit  on  your  knees  with  your  head  held  down  low  to  protect  your  head  and  abdomen 
from  flying  or  falling  objects. 

4.  Do  not  leave  the  building  or  attempt  to  drive  until  the  storm  has  passed  and  an  ALL- 
CLEAR  signal  has  been  issued  by  authorities. 

A TORNADO  WATCH  means  that  weather  conditions  are  favorable  for  a tornado  to  form.  During  a "watch",  a 
tornado  has  not  yet  been  sighted. 


IF  YOU  ARE  NOTIFIED  OF  A TORNADO  WATCH,  DO  THE 

1 . Review  the  procedures  for  a tornado  warning.  Prepare  your  course  of  action  in  the 
event  of  a tornado. 

2.  Listen  to  one  of  the  following  primary  Emergency  Broadcast  System  stations  for  severe 
weather  information: 

AM  RADIO  DIAL  FM  RADIO  DIAL 

WTAX-  1240  WDBR- 103.7 

WMAY  - 970 


POST-TORNADO  EVACUATION  PROCEDURES: 

1 . Follow  General  Evacuation  Procedures,  excluding  #2. 

2.  Exit  the  building  at  the  Patio  Door  Exit. 
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MEDICAl  EMERGE 

IF  SOIEOIE  IS  SB  OR  MREB  A»B  NEEDS  AN  ^ 

THE  FOLLOWING  INFORMATION: 

THE  NUMBER  OF  SICK  OR  INJURED  INDIVIDUALS 


THE  NATURE  OF  THE  MEDICAL  EMERGENCY 
ADDRESS:  740  E.  Ash 


YOUR  NAME  AND  OFFICE  TELEPHONE  NUMBER 


Then  call  I 


or 


IF  SOMEONE  NEEDS  BASIC  FIRST  AID; 

If  anyone  is  in  need  of  a first  aid  kit  to  control  bleeding,  treat  a burn  or  other  minor  injury,  contact  the  receptionist 
where  the  first  aid  kit  is  kept. 
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HAZARDOUS  MATERIALS 


1 . If  you  detect  natural  gas,  gasoline  or  other  suspicious  odors,  notify 

WMHMI/BMIHIl  or 

2.  Any  sparks  or  open  flames  (including  smoking  materials)  may  cause  an  explosion. 

Do  not  smoke  or  turn  any  electrical  equipment,  computers,  or  lights,  etc.  on  or  off 
during  the  emergency. 

3.  If  you  experience  an  upset  stomach,  burning  eyes,  nose  or  throat  or  if  you  are  having 
difficulty  breathing,  seek  medical  attention. 

4.  Evacuation  may  be  necessary. 

HAZARDOUS  MATERIALS  EVACUATION  PROCEDURES 

1 . Follow  General  Evacuation  Procedures 
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iARTHqUAKE 


1 . Find  shelter  under  a sturdy  desk  or  table,  if  possible.  Sit  on  your  knees  with  your 
head  held  down  low  to  protect  your  head  and  abdomen  from  flying  or  falling  objects. 

2.  Stay  away  from  temporary  walls  or  partitions  or  free-standing  objects  like  file 
cabinets,  supply  cabinets,  book  shelves,  etc. 

3.  Remain  in  this  position  for  a few  minutes;  the  initial  shock  usually  lasts  less  than  a 
minute,  but  tremors  may  follow  quickly. 

4.  Do  not  evacuate  the  building. 

POST-EARTHQUAKE  EVACUATION  PROCEDURES 

1.  Follow  General  Evacuation  Procedures. 
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BOMB  OB  GUN  IHBEAT 


BOiABTM!EATBYPHqiC: 

1 . Ask  the  caller  the  following  questions; 

(a)  Where  is  the  bomb? 

(b)  When  will  it  explode? 

(c)  What  type  of  bomb  is  it? 

(d)  Why  did  you  hide  the  bomb  here? 

2.  Take  notes  of  the  caller’s  exact  words,  speech  pattern,  background  noises  or  any 
other  clues  that  could  assist  emergency  officials  in  finding  the  caller. 

3.  As  soon  as  the  caller  has  ended  the  call,  notify  either| 

They  will  notify  the  proper  authorities. 

BOMB  THREAT  BY  MAIL: 


1 . Do  not  handle  letter,  envelope  or  package  unnecessarily. 

2.  Report  the  threat  to  | 
the  proper  authorities. 


They  will  notify 


LIVE  BOMB  THREAT: 


or 


1 . If  you  are  not  close  to  the  person,  notify  

2.  If  you  are  close  to  the  person,  remain  calm,  cooperate  and  do  not  agitate  the  person. 

3.  The  above-named  individuals  will  notify  proper  authorities. 

LIVE  GUN  THREAT: 


1 . Remain  calm  and  do  not  agitate  the  person. 

2.  If  you  are  threatened  by  an  individual  who  displays  or  implies  possession  of  a 
firearm,  remain  calm  and  make  an  effort  to  cooperate  with  the  armed  individual. 
Never  assume  the  individual  is  bluffing. 


3.  If  you  are  not  close  to  the  person,  notify  I 
who  will  notify  proper  authorities. 


or 


THREAT  BY  MAIL: 


1.  If  your  personal  safety  is  threatened  through  the  mail,  notify 

or  of  the  specific  nature  of  the  threat.  They  will  notify  proper 

authorities. 

Any  of  these  situations  may  require  an  evacuation  of  the  building.  If  so,  please  follow  General  Evacuation 
Procedures  on  page  5. 
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EMERGENCY  EVACUATION  ROUTES 


THE  MAP  THAT  FOLLOW,  KNTra 

1 . Colored  map  by  zone  identifying  your  particular  exit  route. 

2.  Map  identifying  the  Office's  Tornado  Safe  Area. 

Please  note  that  each  colored  zone  has  a Team  Leader  and  a back-up  Team  Leader.  It  is  important  that  you  know 
who  your  Team  Leader  is  and  your  Evacuation  Route. 
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SECTION  SIX 


EQUAL  PAY  ACT 

The  Equal  Pay  Act  requires  that  men  and  women  be  given  equal  pay  for  equal  work  in 
the  same  establishment.  The  jobs  need  not  be  identical,  but  they  must  be  substantially  equal.  It  is 
job  content,  not  job  titles,  that  determines  whether  jobs  are  substantially  equal.  Specifically,  the 
EPA  provides: 

Employers  may  not  pay  unequal  wages  to  men  and  women  who  perform  jobs  that  require 
substantially  equal  skill,  effort  and  responsibility,  and  that  are  performed  under  similar  working 
conditions  within  the  same  establishment.  Each  of  these  factors  is  summarized  below: 

Skill  - Measured  by  factors  such  as  the  experience,  ability,  education,  and  training 
required  to  perform  the  job.  The  key  issue  is  what  skills  are  required  for  the  job,  not  what  skills 
the  individual  employees  may  have. 

Effort  - The  amount  of  physical  or  mental  exertion  needed  to  perform  the  job. 

Responsibility  - The  degree  of  accountability  required  in  performing  the  job. 

Working  Conditions  - This  encompasses  two  factors:  (1)  physical  surroundings 

like  temperature,  fumes,  and  ventilation,  and  (2)  hazards. 

Pay  differentials  are  permitted  when  they  are  based  on  seniority,  merit,  quantity  or 
quality  of  production,  or  a factor  other  than  sex.  These  are  known  as  "affirmative  defenses"  and 
it  is  the  employer's  burden  to  prove  that  they  apply. 

In  correcting  a pay  differential,  no  employee's  pay  may  be  reduced.  Instead,  the  pay  of 
the  lower  paid  employee(s)  must  be  increased. 


FAMILY  AND  MEDICAL  LEAVE 


Under  the  Family  and  Medical  Leave  Act  of  1993  (FMLA),  eligible  employees  are 
entitled  to  a total  of  up  to  12  workweeks  of  unpaid  leave  during  any  12-month  period  for  the 
following  purposes; 

• the  birth  of  a son  or  daughter  of  the  employee  and  the  care  of  such  son  or 
daughter; 

• the  placement  of  a son  or  daughter  with  the  employee  for  adoption  or 
foster  care; 

• the  care  of  spouse,  son,  daughter,  or  parent  of  the  employee  who  has  a 
serious  health  condition;  or 

• a serious  health  condition  of  the  employee  that  makes  the  employee 
unable  to  perform  the  essential  functions  of  his  or  her  positions. 

Employees  are  eligible  for  FMLA  leave  if  they  have  worked  for  the  Office  for  at  least 
one  year  and  for  1 ,250  hours  during  the  year  preceding  the  start  of  the  leave,  and  are  employed  at 
a worksite  where  the  Office  employs  at  least  50  employees  within  a 75-mile  radius. 

Under  certain  conditions,  an  employee  may  use  the  12  weeks  of  FMLA  leave 
intermittently. 

Upon  return  from  FMLA  leave,  an  employee  must  be  returned  to  the  same  position  or  to 
an  "equivalent  position  with  equivalent  benefits,  pay,  status,  and  other  terms  and  conditions  of 
employment." 

An  employee  who  takes  FMLA  leave  is  entitled  to  maintain  health  benefits  coverage.  An 
employee  on  unpaid  FMLA  leave  must  pay  the  employee  share  of  the  premiums  directly  to 
CMS. 


An  employee  must  provide  notice  of  his  or  her  intent  to  take  family  and  medical  leave  not 
less  than  30  days  before  leave  is  to  begin  or,  in  emergencies,  as  soon  as  is  practicable. 

The  Office  may  request  medical  certification  for  FMLA  leave  taken  to  care  for  an 
employee's  spouse,  son,  daughter,  or  parent  who  has  a serious  health  condition  or  for  the  serious 
health  condition  of  the  employee. 

Section  585(  a)  of  the  National  Defense  Authorization  Act  (NIDAA)  amended  the  FMLA 
to  provide  eligible  employees  working  for  covered  employers  two  important  leave  rights  related 
to  military  service: 

Qualifying  Reason  for  Leave.  Eligible  employees  are  entitled  to  up  to  12  weeks  of  leave 
because  of  “any  qualifying  exigency”  arising  out  of  the  fact  that  the  spouse,  son,  daughter,  or 
parent  of  the  employee  is  on  active  duty,  or  has  been  notified  of  an  impending  call  to  active  duty 
status,  in  support  of  a contingency  operation. 


Leave  Entitlement.  An  eligible  employee  who  is  the  spouse,  son,  daughter,  parent,  or 
next  of  kin  of  a eovered  servicemember  who  is  recovering  from  a serious  illness  or  injury 
sustained  in  the  line  of  duty  on  active  duty  is  entitled  to  up  to  26  weeks  of  leave  in  a single  12- 
month  period  to  care  for  the  servicemember.  This  military  caregiver  leave  is  available  during  “a 
single  12-month  period”  during  which  an  eligible  employee  is  entitled  to  a combined  total  of  26 
weeks  of  all  types  of  FMLA  leave. 


L^IFORMED  SERVICES  EMPLOYMENT  AND  REEMPLOYMENT  RIGHTS  ACT 

(USERRA) 


The  Uniformed  Services  Employment  and  Reemployment  Rights  Act  (USERRA),  prohibits 
discrimination  against  persons  because  of  their  service  in  the  Armed  Forces  Reserve,  the 
National  Guard,  or  other  uniformed  services.  USERRA  prohibits  an  employer  from  denying  any 
benefit  of  employment  on  the  basis  of  an  individual’s  membership,  application  for  membership, 
performance  of  ser\dce,  application  for  service,  or  obligation  for  service  in  the  uniformed 
services.  USERRA  also  protects  the  right  of  veterans,  reservists.  National  Guard  members,  and 
certain  other  members  of  the  uniformed  services  to  reclaim  their  civilian  employment  after  being 
absent  due  to  military  service  or  training. 

The  U.S.  Department  of  Labor,  Veterans  Employment  and  Training  Service  (VETS)  is 
authorized  to  investigate  and  resolve  complaints  of  USERRA  violations. 


Ref:  38U.S.C.  $ 430L  et.  seq. 


AGE  DISCRIMINATION  IN  EMPLOYMENT  ACT 


29  U.S.C.  621  et  seq. 


The  Age  Discrimination  in  Employment  Act  (ADEA)  is  intended  to  prohibit  arbitrary  age 
discrimination  in  employment  and  to  promote  employment  of  older  individuals  based  upon  their 
ability  rather  than  their  age.  According  to  the  ADEA,  it  is  unlawful  for  an  employer  to; 

1 . fail  or  refuse  to  hire  or  to  discharge  any  individual  or  otherwise  discriminate  with 
respect  to  terms  and  conditions  of  employment  because  of  an  individual’s  age; 

2.  limit,  segregate  or  classify  employees  in  any  manner  which  would  adversely 
affect  an  employee’s  status  because  of  an  individual’s  age;  or, 

3.  reduce  the  wage  rate  of  any  employee  in  order  to  comply  with  the  Act. 

In  addition  to  the  above,  it  is  unlawful  to  discriminate  against  any  employee  or  applicant  for 
employment  because  such  individual  opposed  an  action  made  unlawful  by  the  ADEA  or 
otherwise  pursued  a charge  for  an  unlawful  practice  pursuant  to  this  act.  Further,  it  is  unlawful 
to  publish  or  advertise  any  notice  relating  to  employment  indicating  any  preference,  limitation, 
specification  or  discrimination  based  on  age. 

Three  exceptions  exist  whereby  age  may  be  a consideration  in  an  employment  action.  It 
is  not  unlawful  for  an  employer; 

1 . to  take  an  action  based  upon  a bona  fide  occupational  qualification  reasonably 
necessary  to  the  normal  operation  of  the  business  or  where  the  differentiation  is 
based  on  reasonable  factors  other  than  age; 

2.  to  observe  the  terms  of  a hona  fide  seniority  system  or  employee  benefit  plan  such 
as  a retirement,  pension  or  insurance  plan; 

3.  to  discharge  or  otherwise  discipline  an  employee  for  good  cause. 

Employers  are  required  to  maintain  records  on  each  employee  pursuant  to  the  ADEA. 
'fhe  following  information  must  be  maintained  for  at  least  three  years;  name,  address, 
birthday,  occupation,  rate  of  pay  and  amount  of  pay  each  week.  In  addition,  information 
relating  to  hiring,  promotions,  notices  and  training  programs  must  be  maintained  for  at 
least  one  year,  d’he  ADEA  also  requires  employers  to  conspicuously  post  a notice  as 
required  by  the  EEOC  for  purposes  of  the  Act. 

APPLICABLE  CITATIONS; 

1 . EEOC,  Records  to  be  Made  or  Kept  relating  to  Age,  29  CFR  1 627.2 


1 


EEOC,  Reports  and  Recordkeeping,  29  CFR  1627.3 


AMERICANS  WITH  DISABILITIES  ACT 
As  .Amended  by  the  Americans  With  Disabilities  Amendments  Act  of  2008 

42  U.S.C.  12101  et  seq. 


The  Americans  with  Disabilities  Act  creates  significant  rights  for  applicants  and 
employees  with  disabilities.  The  Act  differs  from  most  other  anti-discrimination  statutes  in  that 
it  imposes  an  affirmative  obligation  on  an  employer  to  accommodate  the  needs  of  disabled 
individuals.  The  ADA  requires  employers  to  review  their  personnel  practices  and  policies  to 
ensure  compliance. 

The  Act  prohibits  discrimination  against  a “qualifed  individual  wdth  a disability”.  An 
individual  is  qualified  if  he  or  she: 

1.  has  a disability, 

2.  can  perform  with  essential  functions  of  the  job,  and 

3.  can  do  so  with  or  without  a reasonable  accommodation. 

A disabled  individual  must  satisfy  the  requisite  skill,  experience,  education  and  other  job-related 
requirements,  with  or  without  reasonable  accommodation,  to  be  afforded  protection  under  the 
Act.  A disability  requires  having  a physical  or  mental  impairment  that  substantially  limits  a 
major  life  activity.  Also  individuals  with  a record  of  impairment  or  who  are  regarded  as  having 
such  an  impairment  are  protected.  The  ADA  Amendments  Act  of  2008  broadens  the  coverage  of 
"disability"  and  thereby  brings  more  individuals  under  the  protection  of  the  law.  The  EEOC  will 
issue  new  regulations  under  this  Act. 

The  ADA  does  not  afford  protection  to  the  following  classes; 

1 . individuals  currently  engaging  in  the  illegal  us  of  drugs; 

2.  homosexuals  and  bisexuals; 

3.  transvestism,  transsexualism,  pedophilia,  exhibitionism,  compulsive  gambling, 
kleptomania,  pyromania,  voyeurism,  gender  indentity  disorders,  psychoactive 
drug  disorders  resulting  from  current  use  of  illegal  drug. 

A qualified  disabled  individual  as  defined  above  must  be  able  to  perform  the  “essential 

functions:  of  the  job  w'ith  or  without  a reasonable  accommodation.  An  essential  job 

function  is  defined  as  fundamental  job  duties  of  the  employment  position.  The  reason  a 

function  is  essential  may  be  ba.sed  upon  the  following  rationales: 


1. 


the  position  exists  to  perform  the  function; 


2. 


there  are  a limited  number  of  employees  available  among  whom  the  performance 
of  the  function  may  be  distributed;  or 
3.  the  function  is  highly  specialized  so  that  the  incumbent  is  hired  due  to  the 
expertise  or  ability  to  perform  the  function. 

The  determination  of  essential  functions  is  made  on  a case-by-case  basis.  A disabled  individual 
may  not  be  denied  employment  because  of  inability  to  perform  marginal  functions  or  those 
incidental  to  the  job. 

The  ADA  prohibits  discrimination  against  qualified  disabled  individuals  for:  the  job 
application  process,  hiring,  advancement,  discharge,  compensation,  job  training  and  other  terms, 
conditions  and  privileges  of  employment.  The  ADA  further  requires  all  records  of  employment 
actions  and  reasonable  accommodation  requests  to  be  maintained  for  at  least  tliree  years. 

APPLICABLE  CITATIONS 

1 . EEOC,  29  CER  1 602  et  seq. 

2.  EEOC,  29  CER  1 630  et  seq. 

3.  OAG,  ADA  Compliance  Manual 


GENETIC  INFORMATION  NONDISCRIMINATION  ACT  OF  2008 
Pub.L.  110-233.  1 22  SM.  88 1 , enacted  May  2 1 , 2008 

Title  II  of  the  Genetic  Information  Nondiscrimination  Act  of 2008  (GINA),  which  prohibits 
genetic  information  discrimination  in  employment,  took  effect  on  November  21.  2009. 

Under  Title  II  of  GINA,  it  is  illegal  to  discriminate  against  employees  or  applicants  because  of 
genetic  information.  Title  II  of  GfNA  prohibits  the  use  of  genetic  information  in  making 
employment  decisions,  restricts  acquisition  of  genetic  information  by  employers  and  other 
entities  covered  by  Title  II,  and  strictly  limits  the  disclosure  of  genetic  infomiation. 

The  EEOC  enforces  Title  II  of  GINA  (dealing  with  genetic  discrimination  in  employment).  The 
Departments  of  Labor,  Health  and  Human  Services  and  the  Treasury  have  responsibility  for 
issuing  regulations  for  Title  I of  GINA,  which  addresses  the  use  of  genetic  information  in  health 
insurance. 

Definition  of  “Genetic  Information” 

Genetic  infoiTnation  includes  information  about  an  individual's  genetic  tests  and  the  genetic 
tests  of  an  individual’s  family  members,  as  well  as  information  about  any  disease,  disorder,  or 
condition  of  an  individual’s  family  members  (i.e.  an  individual's  family  medical  history). 

Family  medical  history  is  included  in  the  definition  of  genetic  information  because  it  is  often 
used  to  detennine  whether  someone  has  an  increased  risk  of  getting  a disease,  disorder,  or 
condition  in  the  future. 

Discrimination  Because  of  Genetic  Information 

The  law  forbids  discrimination  on  the  basis  of  genetic  infonnation  when  it  comes  to  any  aspect 
of  employment,  including  hiring,  firing,  pay.  job  assignments,  promotions,  layoffs,  training, 
fringe  benefits,  or  any  other  term  or  condition  of  employment.  An  employer  may  never  use 
genetic  infonnation  to  make  an  employment  decision  because  genetic  information  doesn  7 tell 
the  employer  anything  about  someone  's  current  ability  to  work. 

Harassment  Because  of  Genetic  Information 

Under  GfNA,  it  is  also  illegal  to  harass  a person  because  of  his  or  her  genetic  information. 
Harassment  can  include,  for  example,  making  offensive  or  derogatory  remarks  about  an 
applicant  or  employee’s  genetic  information,  or  about  the  genetic  information  of  a relative  of 
the  applicant  or  employee.  Although  the  law  doesn't  prohibit  simple  leasing,  offhand  comments, 
or  isolated  incidents  that  are  not  very  serious,  harassment  is  illegal  when  it  is  so  severe  or 
pervasive  that  it  creates  a hostile  or  offensive  work  environment  or  when  it  results  in  an  ad\'erse 
employment  decision  (such  as  the  victim  being  fired  or  demoted).  The  harasser  can  be  the 
victim's  supeiA'isor,  a supervdsor  in  another  area,  a co-worker,  or  someone  who  is  not  an 
employee,  such  as  a client  or  customer. 


Retaliation 


Under  GINA,  it  is  illegal  to  fire,  demote,  harass,  or  otheiAvise  ‘‘retaliate’’  against  an  applicant  or 
employee  for  filing  a charge  of  discrimination,  participating  in  a discrimination  proceeding 
(such  as  a discrimination  investigation  or  lawsuit),  or  other’vdse  opposing  discrimination. 

Rules  Against  Acquiring  Genetic  Infonnation 

It  will  usually  be  unlawful  for  an  employer  to  get  genetic  information.  There  are  six  nairow 
exceptions  to  this  prohibition; 

-Inadvertent  acquisitions  of  genetic  infonnation  do  not  violate  GINA,  such  as  in 
situations  where  a manager  or  supervisor  overhears  someone  talking  about  a family  member’s 
illness. 


-Genetic  infoimation  (such  as  family  medical  history)  may  be  obtained  as  part  of  health 
or  genetic  services,  including  wellness  programs,  offered  by  the  employer  on  a voluntary  basis, 
if  certain  specific  requirements  are  met. 

-Genetic  information  may  be  acquired  as  part  of  the  certification  process  for  FMLA 
leave  (or  leave  under  similar  state  or  local  laws),  where  an  emplo^'ee  is  asking  for  leave  to  care 
for  a family  member  with  a serious  health  condition. 

-Acquisition  thi'ough  commercially  and  publicly  available  documents  like  new^spapers  is 
permitted,  as  long  as  the  employer  is  not  searching  those  sources  with  the  intent  of  finding 
genetic  infomration. 

-Acquisition  through  a genetic  monitoring  program  that  monitors  the  biological  effects 
of  toxic  substances  in  the  workplace  is  permitted  where  the  monitoring  is  required  by  law  or, 
under  carefully  defined  conditions,  where  the  program  is  voluntary. 

-Acquisition  of  genetic  infomration  of  employees  by  employers  w'ho  engage  in  DNA 
testing  for  law  enforcement  purposes  as  a forensic  lab  or  for  puiposes  of  human  remains 
identification  is  permitted,  but  the  genetic  information  may  only  be  used  for  analysis  of  DNA 
markers  for  quality  contrcrl  to  detect  sample  contamination. 


Confidentiality  of  Genetic  Information 

It  is  also  unlawful  for  an  employer  to  disclose  genetic  information  about  applicants  or 
employees.  Employers  inu,st  keep  genetic  information  confidential  and  in  a separate  medical 
file.  (Genetic  information  may  be  kept  in  the  same  file  as  other  medical  information  in 
compliance  with  the  Americans  with  Disabilities  Act.)  There  are  limited  exceptions  to  this  non- 
disclosure mle. 


Source:  http ;/Avwav. eeoc.gov/laws/typcs/genetic.cfm 


ILLINOIS  HUMAN  RIGHTS  ACT 


775  ILCS  5/1-I0I  et  Seq. 

The  Illinois  Human  Rights  Act  protects  certain  classes  of  individuals  from  discrimination 
in  a wide  range  of  areas  including  employment.  The  Act  prohibits  unlawful  discrimination  in  the 
following  areas  of  employment: 

1 . hiring 

2.  segregating 

3 . recruiting 

4.  promoting 

5.  training 

6.  discharging 

7.  disciplining 

In  addition,  the  Act  prohibits  sexual  harassment  by  employers,  employees  or  nonemployees; 
however,  employers  are  only  responsible  for  harassment  of  the  employer’s  employees  by 
nonemployees  or  nonmanagerial  and  nonsupervisory  employees  only  if  the  employer  becomes 
aware  of  the  conduct  and  fails  to  take  corrective  measures. 

The  following  categories  are  protected  from  discrimination  by  the  Illinois  Human  Rights 

Act: 


1 . race 

2.  color 

3.  religion 

4.  national  origin 

5.  ancestry 

6.  age  (at  least  40) 

7.  sex 

8.  sexual  orientation 

9.  order  of  protection  status 

1 0.  marital  status 

11.  disability 

1 2.  military  status  or  unfavorable  military  discharge 

13.  arrest  record  or  criminal  history  record  information  ordered  expunged,  sealed  or 
impounded  (unless  provided  otherwise  by  law) 

Public  employers  are  also  required  to  allow  employees  to  take  time  off  to  practice  their  religious 
beliefs  and  provide  the  opportunity,  within  reason,  to  work  other  hours  to  compensate  for  such 
time  off.  An  employer  has  the  right  to  require  up  to  five  days  prior  notice  for  leave  requests. 

The  following  exemptions  allow  employers  to  grant  preferences  for  certain  job  related 

actions: 


1 . hiring  or  selecting  between  persons  for  a bona  fide  occupational  qualification; 

2.  giving  preference  to  veterans  or  their  relatives; 

3.  using  unfavorable  military  discharge  as  a criteria  where  permitted  by  federal  law; 

4.  relying  upon  the  results  of  a professionally  developed  test,  provided  that  such  test 
is  not  a pretext  to  discriminate;  and 

5.  giving  preference  on  the  basis  of  a legitimate  merit  or  seniority  system. 

Employees  who  believe  they  have  been  unlawfully  discriminated  pursuant  to  the  Act  may 
file  a complaint  with  the  Illinois  Department  of  Human  Rights.  If  the  Department  finds 
substantial  evidence  of  discrimination,  the  Human  Rights  Commission  will  adjudicate  the  case 
and  render  a final  decision  which  may  be  appealed  in  circuit  court. 

All  employers  are  required  by  the  Act  to  maintain  employment  records  including 
information  contained  in  a personnel  file  and  job  descriptions  for  at  least  one  year  subsequent  to 
a termination  date.  If  a charge  is  filed,  an  employer  must  maintain  all  applicable  records  until 
the  proceeding  is  concluded. 

APPLICABLE  CITATION: 


56  ILL.  Admin.  Code.  Ch.  II,  Section  2520  et  seq. 


THE  CIVIL  RIGHTS  ACTS 


42U.S.C.  2000e 
42U.S.C.  1981 
42U.S.C.  1983 


Title  VII  of  the  Civil  Rishts  Act  of  1964  prohibits  discrimination  on  the  basis  of  race, 
color,  sex,  national  origin  and  religion.  The  definition  of  “sex”  has  been  expanded  to  include 
pregnancy  and  related  conditions.  The  Act  makes  it  unlawful  for  an  employer  to: 

1.  fail  or  refuse  to  hire  or  to  discharge  any  individual  or  otherwise  discriminate 
against  any  individual  with  respect  to  compensation,  terms,  conditions  or 
privileges  of  employment  based  upon  the  above  categories;  or, 

2.  limit,  segregate  or  classify  employees  or  applicants  in  any  way  which  depiives  or 
tends  to  deprive  an  individual  employment  opportunities  based  upon  the  above 
categories. 

These  unlawful  employment  practices  do  not  apply  to  a legitimate  merit  or  seniority 
system  which  measures  employees  based  on  quality  and  quantity  of  production.  Also  employees 
in  different  locations  may  be  compensated  differently  as  long  as  it  does  not  discriminate  against 
a protected  class.  Finally,  discrimination  is  permissible  if  it  is  based  on  a bona  fide  occupational 
qualification.  For  example,  it  is  permissible  to  hire  only  males  to  be  an  attendant  in  a male 
locker  room.  Race  may  never  be  considered  for  exemption  as  a bona  fide  occupational 

qualification. 


SECTION  SEVEN 


HIRING  MONITOR 

Section  I (To  be^^^mpleted  by  designated_agency  personnel) 

Name  of  Agency 
Facility  /Unit 
Title  of  Job  to  be  filled 
Number  to  be  Tilled 
EEO  Job  Category 


IDHR  Region 
Candidate's  Name  _ 
Pay  Grade  _ 

Position  Number 
Employment  Date 


1 Is  this  EEO  Category  undemtilizsd?  Yes No If  yes,  by  which  of  the  following  : 

African  Americans Hispanics Women Asians Native  Americans Disabled 


2.  Indicate: 


Sex  of  person  selected 
Race  of  person  selected 
Veteran  or  non-Veteran 


Disability,  if  any 
of  individuals  who  appli 

ed  or  were  on  the  list  of  eligible(s) 

invited. 

interviewed. 

selected 

invited. 

interviewed. 

selected 

invited. 

interviewed. 

selected 

invited. 

interviewed. 

selected 

were  Native  American, 

invited. 

interviewed. 

selected 

invited. 

interviewed. 

selected 

invited. 

interviewed. 

selected 

were  Undefined, 

invited. 

interviewed. 

selected 

4.  If  no  candidates  from  any  of  the  underutilized  groups  appeared  on  the  list,  what  efforts  were  made  in  the  last  six  months 
to  assist  in  the  recruitment  of  candidates? 

5.  If  the  category  is  underutilized  and  a member  of  an  affirm.ative  action  group  applied  and  was  not  hired  give  a detailed 
explanation  for  the  hiring  decision. 


6.  Was  the  position  posted?  Yes_ 


No 


7.  Name  and  position  of  person(s)  who  interviewed  candidates. 

8.  Name  and  position  of  person(s)  who  recommended  the  selection  of  the  candidate. 


Section  II  (To  be  signed  by  agency  EEO/AA  Officer  and  Chief  Executive  Officer  or  their  designees) 


have  reviewed  the  eligibility  list  and  concur  / do  not  concur  with  this  hire.  Remarks  on  reverse  side. 


EEO/AA  Officer 


Date 


approve  of  this  hire. 


Chief  Executive  Officer 


Date 


No  appointment  will  be  processed  without  this  form.  [DHR  Rules  and  Regulations  Section  2520.770(h)] 

DHR-19  (Rev  IT -06) 


PROMOTION  MONITOR 


Section  I (To  be  completed  by  designated  agency  personnel) 

Name  of  Agency  IDHR  Region  

Facility  /Unit  Candidate's  Name 

Title  of  Job  to  be  filled  Pay  Grade  

Number  to  be  filled  Position  Number  

EEO  Job  Category  Date  of  Promotion  

1 . Is  this  EEO  Category  underutilized?  Yes No If  yes,  by  which  of  the  following  : 

African  Americans Hispanics Women Asians Native  Americans Disabled* 

2.  Was  the  position  posted?  Yes No 

3.  Number  of  individuals  who  applied  or  were  on  the  list  of  promotable(s) 


were  African  American 

invited. 

interviewed. 

selected 

were  Hispanic, 

invited. 

interviewed, 

selected 

were  Women, 

invited. 

interviewed. 

selected 

were  Asian, 

invited, 

interviewed. 

selected 

were  Native  American, 

invited. 

interviewed. 

selected 

were  Veterans, 

invited. 

interviewed. 

selected 

were  Disabled, 

invited. 

interviewed. 

selected 

were  Undefined, 

invited. 

interviewed. 

selected 

4.  Indicate  the  sex  and  race  of  the  person  promoted. 

5.  Did  it  change  the  employee's  EEO  Job  Category?  Yes No 

6.  if  the  category  is  underutilized  and  a member  of  an  affirmative  action  group  applied  and  was  not  promoted,  give  a 
detailed  explanation. 

7.  Name  and  position  of  person(s)  who  interviewed  candidates. 

8.  Name  and  position  of  person(s)  who  recommended  the  selection  of  the  candidate. 


Section  H (To  be  signed  by  agency  EEO/AA  Officer  and  Chief  Executive  Officer  or  their  designees) 

I have  reviewed  the  eiigibiiity  list  and  concur  / do  not  concur  with  this  promotion.  Remarks  on  reverse  side. 


EEO/AA  Officer  Date 


1 approve  of  this  promotion. 

Chief  Executive  Officer 

Date 

Jo  appointment  will  be  processed  without  this  form.  [DHR  Rules  and  Regulations  Section  2520. /70(h)] 
□HR-20  (Rev  11-09) 

*'For  EEO  monitoring  purposes. 


EXIT  QUESTIONNAIRE 


Instructions:  This  questionnaire  M’ill  be  provided  to  all  employees  at  the  lime  of  their  separation  from  the  Auditor 
General 's  Office.  The  completion  of  this  questionnaire  shall  be  at  the  employee 's  option.  Please  send  the 
completed  form  in  an  envelope  to  the  Equal  Employment  Opportunity  Officer.  The  Equal  Employment  Opportunity 
Officer  will  maintain  a separate  file  of  all  forms. 


Name Age Sex  M F (circle  one) 

Physical  or  Mental  Disability Race 

Date  of  Employment Separation  Date 

Position  Title 

Starting  Salary Current  Salary 

Who  was  your  immediate  Supervisor? 

Reason  for  leaving: 


Would  you  want  to  work  here  again?  Yes  No  Explain: 


Same  position?  Yes  No  Explain: 


Same  Super\dsor?  Yes  No  Explain: 


Do  you  feel  the  working  conditions  were  satisfactory?  Yes  No  Explain: 


Did  you  see  opportunity  for  advancement?  Yes  No  Explain: 


Were  you  satisfied  with  the  pay  you  received  for  the  work  performed  and  with  promotions? 
Yes  No  Explain:  


Were  you  satisfied  with  the  supervision  and  were  you  trained  properly?  Yes  No: 


Explain: 


UNIVERSrrV  of  illinois-urbana 


3 0112  060885727 


Did  your  job  challenge  you?  Yes  No  Explain: 


Did  you  receive  information  and/or  training  in  the  Office’s  Sexual  Harassment,  ADA,  Non- 
Discrimination  and  other  Personnel  Policies?  Yes  No  Explain:  


Did  you  personally  experience  any  discrimination  while  working  in  your  position? 
Yes  No  Explain:  


Are  you  aware  of  instances  where  others  have  been  discriminated  against?  Yes  No 

Explain:  


If  you  have  answered  “Yes”  to  the  last  two  questions,  have  you  discussed  or  given  written  notiee 
of  this  discrimination  to  your  Supervisor  or  EEO  Officer?  Yes  No  Explain:  


What  do  you  think  of  the  amount  of  work  expected  of  you? 

Not  enough  Average  Too  much  Explain: 


Additional  Comments: 


Employee  Signature 


I )ate 


